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HOW TO GET THE MOST FROM 
START-PAC. 


Read Chapter 1 of your Osborne 1 User Reference Manual if 
this is your first time sitting in front of a computer of this type. It 
contains basic system information that will be of benefit to you 
before proceeding. 


For those who are not familiar with the Osborne 1, it is sug- 
gested that you begin with the CP/M® program. It is recom- 
mended that you become familiar with this section and its 
specific tasks before you begin Wordstar® and Supercalc.™ 


There will be a brief six second pause on the audio tapes when 
you are given instructions to perform a specific task. Do not 
hesitate to turn off the tape if more time is required or if some- 
thing catches your interest and you'd like to do some exploring 
on your own. 


An important part of all learning is making mistakes. While you 


FSEUVOOOOOOVOVOVUOUVOEUUOVEOUOOUVUYUYY’S 


are working through the tapes or workbook, do not hesitate to 
stop and try something you are curious about— whether it does 
or doesn't work, new learning will take place. You cannot hurt 
or damage your computer by playing. 


This package was designed to accommodate all types of learn- 
ers. Those of you who learn best by listening will find the tapes 
most easy to understand and follow. For those who best learn 
through visual methods, such as reading or viewing diagrams, 
the workbook will serve as an excellent guide. And, for those 

of you who learn best by doing, the tapes and the workbook 
allow you to do so. In this package, we hoped to give each of you 
the best method of instruction. 


We know you will enjoy working with your Osborne computer 
when you have mastered a few skills, and, our goal was to see 
that you had fun while learning. 


Please Note: Index to CP/M, Supercalc and Wordstar is located in back of Wordstar section. 
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INTRODUCTION TO THE 
CP/M OPERATING SYSTEM 
(CONTROL PROGRAM /MONITOR) 


The CP/M Operating System consists of a series of general 
purpose commands which you, as the computer operator, 
will need. 


These are commands for preparing new diskettes, copying 
diskettes, erasing unwanted files on your diskettes, examining 
the contents of a diskette, etc., all of which you will explore on 
the following pages. 


CP/M allows the hardware (i.e., the computer parts, disk 
drives, screen, printer, etc.) to “communicate” with one an- 
other. Simply stated, the operating system is the program that 
tells the computer how to use its various components. Most of 
the time, you will not notice CP/M’s presence. 


SPECIAL NOTICE 

Before you begin working with the master diskettes that 
came with your system, it is important that you Write Protect 
them. This simple procedure makes it impossible for you to 
accidentally write over or erase information that is stored on 
these diskettes. 
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Write 
Protect 


Ly WP Notch 


Hold each master diskette by its lower left hand corner (do not 
touch the disk media where it is exposed through the floppy 
diskette jacket). Notice the notch at the upper right hand 
corner. 


To Write Protect, simply place a silver tab (specially designed 
for this purpose) over the notch. Write Protect tabs are 
supplied with the blank diskettes you purchased along with 
your system. 


You will want to use this simple Write Protect procedure 
on all master diskettes and when you create valuable data on 
your own. 
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“BOOTING” YOUR OSBORNE 1 


COMPUTER 
With your Osborne 1 computer open and facing you, take OSBORNE 1 
some time to become familiar with a few things that are impor- Rev 1.4 (co) 1982 OCC 


tant to Know to “boot” your system— 


Insert disk in Drive A and press RETURN._ 


The power cord is located behind a latched door on the back of 
your unit. This should be plugged into an AC outlet. 


The computer's ON/OFF switch is located in this area. Turn 
ON the computer. You will hear a “beep’, and like your televi- 
sion set, it will take about 20 seconds to warm up. 





A message such as the one seen on Screen 1 will appear. If it 
does not, adjust the brightness and contrast knobs below the seneen't 
screen and to the right. If no message is displayed, see your 
Osborne 1™ User's Reference Guide, Chapter One, for further 
information. 


Take a moment to look at the diagrams at the right. Notice the 
position of the diskette when it is placed into the disk drive. 
Open the door latch on drive A and gently insert the diskette 
labeled CP/M System. With the diskette firmly in place close 
the door latch. 


Now, as the message on the screen instructs, press 


The disk drive's red light illuminates and you now hear the 
drive “whirring” as your computer's memory is being loaded 
with programs from the diskette. Soon a new set of instructions 
are displayed and you are ready to begin. 

















THE HELP PROGRAM 


The first exposure you have to your Osborne 1 computer and 
the CP/M operating system is a program called Help. The 
Help program was designed to assist you in learning about 
your computer. 


lf you examine your screen you will see many items on the 
“menu” from which you may choose. Each menu item 
describes a feature of the Osborne 1 computer you may wish 
to learn more about. 


To discover what each menu item has to offer, just press the 
key that corresponds with that menu item. 


lf you are new to computers, press corresponding to the 
menu item “Just Starting?”. Your screen will clear and will 
display information to help you begin using your Osborne 1 
computer. 


When you have finished reading the displayed information, 


press to return to the Help menu. 
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Press the letter indicated Press the key 
to get information about | labeled ESC toa 
your choice. start CP/M. 


Screen 1 


LJ | & LF Press RETURN for main wenu 
re eee 


If you're just starting cut, you shoul 
first read the manuals that accompany 
your Osborne 1 computer. 


Hext, browse through this HELP system 
to familiarize yourself with the 
features of the Osborne 1. ODBon’t be 


deceived, there’s a lot of information 
packed into these 26 screens. 


i ie a a a es ee 
commands that are described here and i: 
the manual. If you nake copies of you 
diskettes=--as described in the manual= 
you’1\l find it virtually impossible to 
incapacitate your computer. 


Happy conput ingt 


Screen 2 
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Before we leave the Help program and explore other CP/M 
commands, let's take a look at one more of the Help informa- : i Press RETURN for main menu 
nr eS eS 


tion displays. It is important for you to know the range of infor- 
mation available and the different forms it may take. 


Press i? Your screen will clear and display the front of your | 


Osborne 1 computer. This self-portrait will help you in identify- ees 
ing the different parts of your computer. pock pocket 


Again, press the Qimkbada 


screen. 


key to restore the Help menu on the 


a ae 00 
PooDo OOO DODD D 
a B 0 ena o nauaters ah in 0, 
You might spend a few moments exploring some of the other 


information displays and when you are ready to exit the Help 
program and enter the CP/M Operating System, press : 
the “escape” key. 





Screen 1. 


The message shown on Screen 2 now appears. It displays the 
amount (60K or 60,000 bytes) of available memory in your sys- 
tem and the copyright information. 


60k CP/M 2.2 copyright 1981 by Digital Rese 
CP/M prompts you with the symbol A) . The “A” represents 
disk drive A and the “)” symbol is called the prompt character. A>_ 
CP/M is “prompting” you to tell it what to do. 


The underline character following “‘A)” is called the cursor. 
It indicates the position of the next character you type. 





Screen 2. 
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FORMATTING DISKETTES 


OSBORNE DISK UTILITY PROGRAM 
Revision 3.98 


Before you can store or write information onto a new diskette, 
that diskette must be “Formatted”. This process prepares 

| Jae ot ee : AK eee C Copy diskettes 
the surface of new diskettes so they are capable of accepting c Férmat dickettec 
information. This procedure-is part of the “Copy” program. RETURN exit program 


Type (-) Pp and cress (Gaia If, at anytime you Press C to Copy, F to Format or RETURN to exit 


should press an incorrect letter, or misspell the command, use 
the left arrow key to move the cursor to the left and simply type 
over the incorrect entry. Anew menu will appear. Write “Data 
Diskette” on a label and place it in the upper left corner of a 
blank diskette as shown on page one of this section. 


To format this diskette, press re . You are now asked to select 





Screen 1. 


the diskette to be formatted. Presses Place the blank 


diskette into drive B, close the door latch, and respond to the 
OSBORNE DISK UTILITY PROGRAM 


prompt on the screen by pressing Qikeaiias . The format program , Revision 3.8 
will begin and provide you with a visual display of the process 
as it occurs. “F’s” indicate the formatting of each of the 40 
concentric tracks on the disk, “V’s” show each track as it is Place diskette to be formatted in drive B 
automatically verified for accuracy. If the letter “E” appears in- ae ses hentai hu el 

stead of V, this indicates an error in the format. This sometimes 
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a Gane WiELINe Obey SL UNEAS IG As PUranaess..beMs 9123456789012345678901234567890123456789 
replacing with a new diskette, it is always wise to repeat this FFFFFFFFFFFFFFFFFFFFFFFEFEPEFFEFEFEFFFFFFFFE 
process one more time. YUU UU UU UU Uy 


When the format process is complete, respond to the new Select diskette to FORMAT (A or B) 
or press RETURN for main Menu _ 


prompt by pressing | RETURN .Remove the diskette in drive B and 
set it aside for later use with Wordstar and Supercalc. 





Screen 2. 
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COPYING DISKETTES 


OSBORNE DISK UTILITY PROGRAM 


_ . | Revision 3.8 
It is important that you make copies of the master program 


diskettes which were supplied with your Osborne 1 computer. 


After you copy each of the program diskettes, store the original : ueey eae tee ee 
masters in a safe place for back-up. Use the duplicate diskettes RETURN exit program 


when using your Osborne 1. 


Press C to Copy, F to Format or RETURN to exit 


To do this, locate five blank diskettes. Prepare a label for each 
of these diskettes. Use the five master program names: CP/M 
System, CP/M Utilities, Wordstar, Supercalc, CBASIC and 
MBASIC. Place these labels appropriately on each diskette. 
These newly created diskettes will be the ones you will use In 
your everyday work. 

With the “Copy” menu displayed, 





press Screen 1. - 

A blank diskette which is to be used for “Copying” will be 

automatically formatted during the “Copy” process. Let's be- more diskettes. Copy each of the remaining program diskettes 
gin by copying the CP/M System diskette now in drive A. Re- by placing the master diskettes to be copied into drive Aand a 
spond to the prompt at the bottom of your screen by new blank diskette (appropriately labeled) into drive B. 


pressing A ; 


When all five program diskettes are copied, set the masters 
This specifies that drive A contains the diskette you wish to copy. mene hsm i plate your REWIy Creates OF /M 
Respond to the new instructions now appearing on your screen YSLe CHRO NE ME CENE ZS 
by placing the new diskette you labeled CP/M System into , 
Press Giakhaiit for the copy menu and press | RETURN ; 


RETURN 
; again to exit to CP/M. 


drive B and press . As the copy process begins, you will 
see the tracks as they are copied. When copying is complete, 
you will be given options to return to the “Copy” menu or to copy 
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UNDERSTANDING THE DIRECTORY 
COMMAND 


- Diskettes are used to store programs and data. Programs and 
data are stored in what are commonly called files. Each file 
has a name to identify it. To display the names of the files 
located on the diskette, you will use the Directory Command. 


A>DIR 
Enter ie G iD A list of the file names on your Lae a. hid la 
CP/M system diskette appears on your screen. : SN CRPH : SETUP 
: SYSGEN : XDIR 
| - PIP | : STAT 
Each name is preceded by an A: and followed by letters COM. | : FORMAT 





A: represents the disk drive reading the directory. Screen 1. 


COM represents one type of file. In this case, all files on your 
CP/M System diskettes are Command Files. 


When creating a file, you may specify which disk it is to be 
stored on by entering the drive name (Aor B) and colon to 
separate it from the file name. 


File names may be one to eight characters in length and may 
be any combination of letters and numbers. Some special 
characters like the + sign can also be used. Refer to your 
Osborne 1 User's Reference Guide for more information about 
using symbols in file names. The ten file types are described 

in the Help program under File Extensions. 


CP/M ag 
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RENAMING AND ERASING FILES 


As you begin working with the other programs provided with 
your Osborne computer, you will be creating many new data 
files. Sometimes, you may find it necessary to erase unwanted 
data files from your diskette. . 


At the moment, there is nothing on your diskette to be erased 
without erasing something of value. To explore the erase 
command, let’s put a test file on the diskette. Type : 


SO0UG Oo eBbececuoan 


The entire command on your screen will appear as 
SAVE 0 TEST. FIL 


Now press (iiiliaall . You have saved a blank file on the diskette 


named “TEST” whose type is “FIL” 


Type DI i Bana press 


“TEST . FIL’ will now appear on the directory listing. 


To erase this file from the diskette, type 


GOO eobEecscouoan 


The entire command on your screen will now appear as 
ERA TEST. FIL. 


RETURN | RETURN | 
Now press mins Now type | D iH R | RETURN 


The file is now erased from your diskette. Sometimes you may 
wish to rename a file. Once again, let’s create a blank file. Type: 


SOuUG GO VoBGSse Gos 
and press GEA 


Now Type R 3 NL followed by a space. 
And type the new name 


BGSEuun0Cceana 


Then type 


SBaocs0scoa 


Which is the name you wish to change. The entire command 
on your screen will appear as REN TESTING.FIL=TEST.FIL. 


You have entered the renaming command, provided the new 
name and indicated the name to be changed. 


; RETURN 
Now press | RETURN 


Look at your directory for the new name. Since this was just for 
practice, take a moment to erase the file from the diskette. 
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THE SETUP PROGRAM 


CURRENT PRINTER A STANDARD SERIAL 


| STANDARD SERIAL 
Another program you will need is the program to “Set up” or B QUME CETX/ACK) 


Configure” your program diskettes. © DIABLO CXON/XOFF)| 


Type S_ B UL LP ty D CENTRONICS 


E PET (IEEE 48a) 
And press ie 


A new message is displayed on your screen asking which drive 
contains the diskette you wish to “Setup”. We'll configure the | | 
CP/M diskette now in drive A first. Press “A-E™ to select printer 

or "“X" to return to main Menu _ 


Respond by pressing GS 


After a few seconds, a new menu will be displayed showing 





you the options available, and the current configuration of the siiceiilie 
CP/M System diskette. This program is used, as you can see, 
to “Setup” your printer, screen size, function keys, etc. 
You must use the “Setup” program to indicate what type of lf you are unsure which type of printer you have, your computer 
printer you are using. Currently on the menu, you see the print- store can provide you with this information. 
er is set up for a Standard Serial Printer. 
Changing the status of the “Current Printer” is done by 
Press Cy simply typing the corresponding letter for the appropriate 


A new set of instructions is now displayed. Five types of printers printer. Press the letter which indicates your printer type 


are listed along the right side. Almost all of the available 
printers fall into one of these categories. Now press ea to return. 





SoKoKoKbKHKOHOKHOVUEVOVUOVDEDEDEDEELLELELEL 
CHANGING BAUD RATES SIRE: NGPIGAELGh Hg 
AND SCREEN SIZE 


A PRINTER B BAUD RATE 
STANDARD SERIAL 1266 


Selection “B” of the Setup program is used for changing 

the Baud Rate of the serial port of your Osborne 1 (labeled 

RS232 on the front panel). This port is where most printers are FUNCTION KEYS F ARROW KEYS 
| CP/M 


SCREEN SIZE D AUTO HORIZONTAL SCRO 
128 ON 





connected. This setting is currently 1200 Baud indicating your ono 
system is communicating with the serial port at a rate of 120 fe 
characters per second. There is only one other setting, 300 Baud. 4: 4 
8: 
Press Cb. The Baud rate is changed to 300. 300 Baud 4: 8 
represents communicating at a speed of 30 characters per 9: 3 
second. To return to the original setting of 1200, once again, ice parr un change values 
Press . Most printers communicate at 1200 Baud. If your | occa fe ere _ 
printer connects to the RS232 connector on the front of your Screen 1. 


computer, you may need to verify which setting you require. 128 characters 


| 52 characters ) | 


Your Osborne screen displays 52 characters at one time, yet 
the Osborne 1 can actually contain up to 128 characters per 
line. Therefore, your screen is used to view a portion of the 
total number of characters. The diagram on the right graphically 
shows this. The screen size may be changed from 128 to any 
smaller size by entering the “C” selection on the Setup menu. 
However, the screen size should be kept at 128 characters for 
all of the Osborne programs that were provided with the system. 





Your Screen 


32 lines 
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AUTOSCROLLING i a | 
AND THE ARROW KEYS OSBORWE 1 Configuration Program 


A PRINTER B BAUD RATE 
STANDARD SERIAL 1266 


The “D” option on your Setup program is an option that allows - = i eh een, Benes SE 
you to use the power of 128 charactes per line as discussed . BoREEN SIZE D AUTO HORIZONTAL SCROLL 
on the previous page. When typing a line which is longer than 

52 characters, the window will automatically scroll to see the 
other portion when you move the cursor past the fifty-second 
character. This feature will be demonstrated when you move on 
to Wordstar. 


a ee oe a F ARROW KEYS 
WORD STAR 


WONOMewneo 
OONOMSeWNe @ 


The “D” selection is similar to changing Baud rates in that 
there are only two options. Either horizontal scroll is ON or OFF. 





Press ~A=-F" to change values 
or “R" to exit _ 





Press () . The option will indicate that it is now OFF. To turn it 


Screen 1. 
back on again, press C) . The autoscrolling feature should be 
in the ON position for your CP/M system diskette. 


There are two configurations for the arrow keys located on the 
right side of your keyboard. One configuration for the Wordstar 
program and one for all the other programs. Press G 

This changes the configuration from CP/M to Wordstar, and 
back again when pressed a second time. Be sure that the 


arrow keys indicate that they are in CP/M for the configuration 
of this diskette. 
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PROGRAMMING FUNCTION KEYS 


. OSBORNE 1 Configuration Progran 


selection “E” on the Setup menu is used to “program” any or 


: RRENT FUNCTION KEYS 
all of the ten available “function keys”. Fag a 


: dir<CR> 
: peheNen 
You will find as you work with your Osborne 1 that you 

often will be typing in the same series of commands or words. 


0 

| 

2 

3: 
4 
S: 
6: 
7: 
g: 
9: 


To make working with the Osborne 1 easier than it already is, 
you have the ability to program the function keys to be equated character places rensining 
to commonly used commands. Let’s program two function keys 

at this time. One as the Dir Command, and one to run the Help 


Press "@=9"" to progran keys 
program. or "K" to retucn to nein pend: 


Press ie Screen 1. 


The computer now prompts you to enter the function key you To complete the process of programming this key, 
wish to program. 


ESC 
1 Press Esc ; 
Press 


Your computer automatically displays “1” and waits for your The Dir command is now displayed next to function key 1. 
instructions. 





Press 6 This indicates program function key 2. 


Type D i G Type HL | Ban press Gaia 
Press . 


This completes the programming of function key 2. 


Look at what occurred when you pressed RETURN. The 
symbol (CR) was placed on the line. Now the RETURN will be 


part of the instruction. Press eg to return to the configuration menu. 








COMPLETING SETUP 


To exit the Setup program and store the new configuration on 
the CP/M program diskette in drive A, 


Press 3 


You are now asked where you wish to save the new settings— 
on drive A,drive B, or not at all. 


Press & 


This will save the new settings on the CP/M System diskette 
in drive A. 


IMPORTANT: Setup only makes changes on the diskette and 
does not affect anything already in the computer’s memory. To 
now use the new settings and function keys, you must restart 
the computer so the new configuration can be loaded into 
memory. 


Press the Reset Button on the front of your Osborne 1. The 
message displayed instructs you to now Press Gish . Once 
again, you have booted the computer with CP/M and have the 


Help menu displayed. To enter CP/M, press l@igg . You 
now have the CPM diskette and the system configured 
correctly. 


To now use either of the function keys you programmed, hold 
down key and while holding it down, press the number 


key. You'll see the programmed command executed just as if 
you had typed it! 


sbbbbbbdbbKHKHDOHELELLELELELLELLL 


Now would be an appropriate time to configure your Wordstar 
and Supercalc diskettes, using the new copies you made. 


With your CP/M diskette in drive A, place Wordstar in drive B. 


Type 'S Ee. UU P and press | RETURN fl 


To respond to the new prompt. Press (:}. 


In a moment, you will see the current configuration for the 
Wordstar diskette. Make certain you indicate the appropriate 
printer setting. The arrow keys must be configured for Word- 
Star, the screen size must be set at 128 characters, and auto- 
scrolling must be set to ON. 


Press g3:. exit when you are complete. 


Now press Be . 


This will store these changes on the Wordstar diskette. 
The Wordstar diskette may now be removed and the Supercalc 
diskette placed in drive B. Configure the Supercalc diskette for 
the proper printer setting, 128 character screen size, arrow keys 
set for CP/M and autoscrolling OFF. 


When you have completed this configuration, save it on drive 
B. Remove the Supercalc diskette from drive B and exit to 
CP/M. 
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THE STAT COMMAND 


CP/M offers you a helpful program that provides “Status” 
information about the files on your diskette. 


vy, BBOoRB8e 0 GD 


Screen 1 represents what you now see displayed. Note that 
entering the asterisks told the computer that you wanted the 
status of “All” file names with “Any” file type. 


On your screen is a list of file names and some information 
about each. 


“Recs” stands for records. One record is equal to a block 
of 128 bytes of data. This information is not used by most 
Osborne 1 users. 


One “Byte” is equal to one unit of data, usually one character. 
The “Bytes” information provided with the stat command 
represents the length or size of the file. K represents 1024 
“Bytes”. Therefore, 2K equals 2048 “Bytes”. 


“Ext” describes the number of physical extents occupied by 
the file. This information is also typically not used by Osborne 1 
users. 


“Acc” describes how this file may be accessed. “R/W” as 
seen on your screen indicates these are “Read/Write” files. 
These are files which can be read from and written to. 


CP/M 





AD>STAT #*.# 


Recs Th Acc 

i6 , R/W A: AUTOST.COM 
rid R/W A: BACKUP.COM 
29 R/W A: COPY.COM 
i3 R/W A: FORMAT.COM 
136 R/W A:HELP.COM 
86 R/W A: MOVCPM. COM 
cH R/W A: PIP.COM 

oy R/W A: SETUP.COM 
Tg R/W A:STAT.COM 
i9 R/W A:SYSGEN.COM 
i138 | R/W ASADIR.COM 

Bytes Renaining On A: 24k 


i 
i 
i 
1 
i 
1 
1 
i 
i 
1 
1 


A>_ 





_ Screen 1. 


Files may also be,““R/O”, “Read/Only”. These files cannot be 
written to. 


Information for more advanced users concerning the Stat com- 
mand as well as other sophisticated commands are described 
in Chapter 3 of your Osborne 1 User’s Reference Guide. 


You now have a strong foundation to enable you to begin 
exploring the other programs provided with your Osborne 
computer including Wordstar and Supercalc. 


You should be ending this session having created back-up 
copies of all of your master program diskettes for your every- 
day use. In addition, you should have formatted at least one 
new diskette to use during the Supercalc and Wordstar 
training programs. 
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CP/M® is now completed. Flip page to proceed with Supercalc.” 


rarer ereeeeererereeeereRe yy: 
SUPERCALC 


To begin working with the Supercalc program which was 
provided with your Osborne 1 computer, you must: OSBORNE | 
Know how to turn on your computer. 
Know how to put diskettes, into the disk drives. 
Know how to adjust the intensity of the screen. 
Have a “Copy” of the Supercalc diskette and, 
Have a “Formatted” diskette for storing the worksheet 
you'll be creating. 


Insert disk in Drive Ai and press RETURN._ 


All of the procedures above are described in the “Introduction 
to CP/M” section of this Workbook. 





Turning on your Osborne 1 will result in the message shown on Screen 1. 

Screen 1 to be displayed on your screen. When this message 

appears, “Booting” Supercalc is done by: 
Placing the Supercalc copied diskette into Drive A When you are ready press and we'll begin. 
Placing the formatted diskette into Drive B, and 


RETURN 





Pressing the Key. 


The red light on Disk Drive A will light and you will hear the 
“whirring” of the drive while the Supercalc program is loaded 
into the computer's memory. Soon a new message is displayed 


with a question. nae 
You may now either press to begin Supercalc 


ora for help. 


is pressed for a display of information about this program. 





SUPERCALC 





SCCSCESSSE SHEESH HEKSHHHEHHEEHEHLE HELE ES 
THE WORKSHEET AND SOME 
DEFINITIONS 


After booting Supercalc and perhaps taking a look at the help 
information, you will have displayed on your screen the layout 
of a financial worksheet. Of course, it is empty at this time, but 
there are some things we must discover before entering text 
and numbers. 


First, what is currently displayed on your screen is only a small 
portion of the entire worksheet area. As seen on Screen 1, 
Supercalc can display five columns (labeled A—E) and twenty 
rows (labeled 1—20) at a time. Each location is called a cell, 
and is named by its column and row. For example, A1, E15, 
AC122, etc. The cell now containing the cursor (the long 
underline now in Cell A1) is called the Active Cell. This is 
where entries will be made. There are actually 63 columns on 
this worksheet labeled: A, B, C...2Z, AA, AB... AZ, BA, 

BB ...BK and 254 rows labeled 1-254. 
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Screen 1. 


Moving around the worksheet can be accomplished two ways. 


These are the four arrow keys that may be 


used. These keys cause the cursor to be moved. When the 
cursor runs into a border it will cause the window to move in 
the direction indicated. 


You may press the = key if you need to move a long distance 
on the worksheet. You are then prompted to enter the cell name 


you wish to go to. (} KK 2] 5 4: is entered to 


move the cursor to the bottom right corner of the worksheet. 


Press = A to move the cursor back to cell A1. 


Meriory:28 Last Col/Row:Al ? for HELP 





Screen 2. 
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SESS s sess s_sdds dodo dds dos ds_ds_ sds ds_dsddood 
MORE ABOUT THE WORKSHEET 7 . 7 . | 
Look at the three lines at the bottom of the Supercalc work- 
sheet, they are used to display important information for you 
while you are working with the program. 


li 
a 
31 
4 
5 
6; 
i 
Bi 
9; 
16; 
11; 
ci 
33 
4 i 
Si 
By 
ei 
Bi 
Si 
Bi 


The first line is displaying )A1. 


This is the indicator for the Active Cell, the current cursor 
location. To the right of this area you will normally see 
displayed the contents of the Active Cell. At this time, 
cell Al is empty and therefore this area is blank. 


l 
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l 
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al 
= 
_ 
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The second line displays the width of the Active Cell. As indi- Sheen: 4: 
cated cell Al is 9 characters wide. Also displayed on this line is 

the amount of memory remaining, currently 28,000 bytes, and 

the bottom right most cell containing an entry. 


The third or bottom information line is the edit or data entry 
line. Text, Numbers, and Formulas,when typed,will be entered 
here. And from here placed into the Active Cell when the 


ithe Key is pressed. The indicator 1) will be incremented 
each time a letter or number is typed on the data entry line, 
indicating the length of the entry. 
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SSE ERRRERERERERERERERERERERERS 


THE COMMAND MODE AND 
THE LOAD COMMAND 





A sample worksheet has been supplied for you by Osborne. 
This worksheet is located on the Supercalc diskette and you 
will be using it while exploring the first of Supercalc’s many 
commands. All Supercalc commands are accessed by entering 
the Command Mode. 


Press / i prompt line of your screen has been replaced 
with a series of letters. It reads: B,C,D,E,F,G,I,L,M,O,P,Q, 
R,S,T,U,W,Z, ? Each of these letters represents a command 
to Supercalc. 


1G 
é 
3 
u 
5 
6 
5 
8} 
91 
16; 
Li; 
l2Zi 
131 
14} 
153 
16: 
7 i 
138i 
131 
20; 


> Al 
pa B.C,.D,E,.F,.G,1,L.M,0,P,.Q,R8.5,T,U,W,Z or ? 





Screen 1. 


Let's discuss the Load Command. This command Is used to 
read a file containing a worksheet from the diskette and display 
iton the screen. Press Look at the bottom of the screen. Another question is now displayed: do you want to load All or 
Supercalc has entered the word Load automatically for you. Part of the worksheet? 
The screen now prompts you with a request for the filename to Press for All. 
You hear the disk drive turn on as the worksheet is being 
be loaded. Type the filename AY A NU i loaded. When the loading process is complete the sample 
a | oe worksheet will be displayed on the screen. 
and press Ga . Should you make an error while typing in the 





name, press the left arrow key to back up the cursor, and 
retype the entry. 
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EXAMINING THE WORKSHEET 


Take a moment to look over the worksheet now displayed on 
the screen. It is comprised of text and numbers. The cells in 
column A are text entries. 


The Active Cell is Ai as indicated by the position of the cur- 
sor. Al and its contents are also displayed on the first 
information line at the bottom of the screen. Remember, the 


Active Cell and its contents will always be displayed on this line. 


Let's examine some of the other entries on the worksheet. 
Move the cursor using the four arrow keys to cell B5. The infor- 
mation line indicates that the contents of cell B5 is the number 
1000. Also notice that the cursor now in cell B5 conforms to 
the width of the cell. 


Move the cursor to cell B7. The content of this cell is displayed 
on the worksheet as 250, however looking at the information 
line you see that this cell contains the formula 0.25*B5. 


Much of the power you have available using Supercalc is the 
ability to enter formulas to perform simple or complex compu- 
tations automatically. Look closely at the formula in cell B7. 

It is multiplying the contents of cell B5 by 0.25. If you change 
the contents of cell B5, the contents of B7 will automatically 
be recalculated. 


SER UERERERRERRE RE RERE RES ESEEERSE B 


Jan Feb Mar 
SI Acct. s Receivable 1968.69 86 1102.50 
6:iCash 3.80 58 | 
7i Unsold Goods 


9!Total Assets 
16; 
LI:LIABILITIES 


l@:Acct.s Payable 

13:Storage Costs 

pet taner 
‘Materials 


3 
+e Total Liabilities ‘ ‘4 3 1655.65 


19! NIBT ‘ 3. 637.47 
eOiDep. Allowance 168. 188.90 168.80 
> B? Forn=6.25*B5 
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Screen 1. 


Move the cursor back to cell B5. To enter a new value into this 


cell, you simply type the new number. Type 5] © D. 


This entry is displayed on the data entry line at the bottom of 
your screen. To enter the number into the Active Cell B5 


RETURN 





press |}. Almost as fast as the new value was placed into 
cell B5, all other cells that are affected by B5 were recalculatec. 
You may wish to spend time altering the contents of cell B5. 
Pay special attention to the action of the worksheet. 


Now would be a good time to closely examine the contents of 
the worksheet with the use of the four arrow keys. 
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THE BLANK COMMAND 


‘This is @ Sanple Supertale Worksheet 


l 
ri 
The Blank Command on Supercalc is used to erase entries s aRRETE rit 
from your worksheet. SiAcct.s Receivable 


6:Cash 
?7i:Unsold Goods 


i] a Se SS Re: ee ee ee ee ee es ee ae ee 2 a ee ee es 2 ee 


, , 9iTotal Asset 
To execute the Blank Command, you must once again enter cs 
| LL; LIABILITIES 
a lg@i:Acct.s Payable 
the Command Mode with the Wey 13:Storage Posts 
14;Labor 
' + ¢ , LSiMaterials 
ress @™. The Supercalc command letters are again {7:Total Liabilities 1200.00 1124.17 1085.66 
displayed on the bottom of your screen. igi | 
19!NIBT 300.00 =1124.17 -1055.65 
are iif | 
Press the Bo key. The word “blank” is now displayed on the SiEe cent C 


wae 9 Menory:28 Last Col/Row:025 ? for HELP 





bottom of your screen. The prompt line is now displaying the 
message ENTER RANGE. 


Screen 1. 


To blank one cell, you simply enter the cell name. Type Bo 5 | 

and press RETURN ff 

The contents of cell B5 have been blanked and all cells which When entering a range of cells, you must enter the first cell to 

have formulas using B5 have been altered. be effected and the last cell to be effected by command sepa- 
rated by a colon. The colon indicates that all cells between the 

You may also use the Blank Command to erase a group of beginning and ending cell will be included in the command. In 

cells, such as a whole row or column or a portion of a row or this case, B20:D20 indicated that C20 was also to be effected 


<= by the Blank Command. 
column. Enter to execute the Blank Command. 


Respond to the ENTER RANGE prompt by typing 


and press the (Fasters key. Cells B20, C20, and D20 have been 
erased. | 
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THE COPY COMMAND 


This is one of the Supercalc commands which you will find to 
be a true timesaver. The Copy Command allows you to make 
a duplicate of one cell and place the copy in another cell. 


Press Mb to enter the command mode, and press CM for copy. 


Let’s copy the contents of cell B14 into cell B20 which you 
blanked earlier. The prompt line is requesting you enter the cell 
or cells to be copied from. 


Type B a 4 and press pbs You are now prompted 
to enter the cell you are applying the data to. 


Type B a D and press @jhaaas . B20 now contains a 
duplicate of cell B14’s entry. 


You may also copy groups of cells by entering the starting and 
ending cells separated by a colon as you did with the Blank 
Command. 


Let's copy a block of cells from the worksheet to an empty 


area. Enter for copy. Enter the range of cells to be 


copied by typing Bo S| Ge D 9} The block of cells is 


indicated by the upper left hand cell, B5 and the lower right hand 


cell, DY. 


VERE REREREPEREREPERER ER ER ERED 


RETURN 





Press . To copy the block of cells you just indicated, 
the upper left hand cell of the worksheet location you wish to 
receive the copy must now be entered. 


Type O 0 and press 


The copy of the block of cells is complete but the copy is out of 
view on your screen. Let’s go examine cell R50. 


Type = R 5) O.. move the cursor to cell R50 
press | RETURN F 


Now displayed on your screen between cells R50 and T54 
is the duplicate copy. 


Practice the Blank Commands now by entering E) for 


blank, type | T and press 
ry BEosuEeG 


Move your cursor back to cell A1 by typing = A ch 


and press 
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INSERTING AND DELETING 


Before we can begin exploring the Insert and Delete 
Commands, we must first discuss a protective feature of the 
oupercalc program. As you can see, the text entries on your 
worksheet are displayed in a lower intensity than the number 
entries. These cells have been “protected” with the Supercalc 
Protect Command. They are protected from being accidentally 
blanked, deleted, or edited. 


To use the Delete Command, you must first unprotect the cell 


entries. Enter cy to execute the Unprotect Command. 


You are prompted to enter the range of cells to “unprotect.” 


Type C3 Gg NE Ey 5 
and oress Meu 


The text entries are no longer displayed in lower intensity and 
are now unprotected. The Delete Command is used to delete 


an entire row or column from your worksheet. Press () to 
execute the Delete Command. You are now being prompted to 


indicate whether a row or column is to be deleted. Press Gi) 
for row. The row number must now be entered. 


Press G and then press @ithaiiy to delete Row 6 from the 
worksheet. The row labeled “CASH” has now been deleted 
from the worksheet and the remainder of the worksheet has 
been moved up one row. 


Bee eee eee eee eee se KEE HEHEKEOD 


A SOE: eee | Se i ec 
‘This is a Sanple SuperCalc Worksheet 


3! Jan 
‘ASSETS 
>: Acct.s Receivable 


?iUnsold Goods 
3: Total Assets 


LLi:LIABILITIES 
le: Acct.s Payable 
32:Storage Costs 

4: Labor 
13: Materials 


1655.65 


13; NIBT 98.00 -1124.17 -1055.65 
J:;Dep. Allowance . 88 
> B7 | Forn=8,.25¢B5 
Width: 3 Menory:20 Last Col/Row:025 ? for HELP 
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Screen 1, 


To insert a new row or column into the worksheet, 


press ab to insert a new row at position 6. Now press 


Let’s replace the row you just deleted. Press Gi for row and 
press 6 : 


The worksheet has once again adjusted, this time to 
accommodate the new row. 
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THE MOVE COMMAND 


The Move Command is used to move whole rows and 
columns from one location to another on the worksheet. 


Let's experiment with the Move Command by moving row 7 to 


the newly inserted row 6. Press ‘ML to execute the Move 
Command. Respond to the request for row or column by 


pressing ) for row. 


You are now asked for the row number that you are moving from. 


Gat 
Enter and press RETURN Fl 


You are now being prompted to enter the row number you are 





moving to. Enter G and press @itkeiag . The contents of row 7 
have been moved to row 6. 


To move a column enter M. and press for column. 


Let's move column D to column B and watch the effect. 


Respond to the prompt line by entering column letter () 


and press | 


VERE RERERERPERERERER ERE RES ERE 


Mar 


— ees es ee eee ee es ee es ee ee ee 


Total Assets 00 


LIABILITIES 

Acct.s Payable 846.28 1608. i]t) 
Storage Costs 
Labor 
Materials 


1055.65 1200.00 


-1655.65 =-1200.06 =-1124.17 
“pee Allowance 106.066 
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Screen 1. 


Now enter column name to indicate this is where column D 
is being moved to, 


and press 


Note the change in your worksheet. The column labeled March 
has been moved to column B and all other columns have been 
moved to accommodate this. 
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EDIT COMMAND 


A few more Supercalc commands should be explored while 
you have the large worksheet in the computer. Then you'll be 
ready to begin creating your own worksheets. 


Long cell entries such as certain row and column headings, or 
formulas do not need to be entirely retyped if there is a mistake 
in the entry. The entry may be deleted. 


Move your cursor to cell A9 and enter EE, for edit. 


You are asked for the name of the cell to be edited. You may 
enter the name of any cell on the worksheet you wish to edit. 
The edited version will be placed in the active cell when the 
editing is complete—in this case, AQ. 


To edit the contents of the active cell A9, simply press 


The contents of cell AQ have now been placed in the data entry 
line of the bottom of your screen. Change the text “TOTAL 
ASSETS” to read “TOT. ASSETS.” 


The left arrow key may be used to move the cursor to the left 
on the data entry line to retype all or part of an entry. The up 
arrow key may be used to insert a space on the entry line. 
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‘This is a Sample SuperCalc Worksheet 


‘ASSETS 
(Acct.s Receivable 
‘Unsold Goods 
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iAcct.s Payable 
‘Storage Costs 
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‘Materials 
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Screen 1. 


lf you should accidentally delete the quotation mark 

at the beginning of this entry, you will need to retype the quota- 
tion mark or a formula error will occur when you try to place 
this entry back into the cell. Practice using the left and up 
arrow keys by editing another cell entry on your worksheet. 


To place this text back into cell A9, press Gr 
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CLEARING THE WORKSPACE 
AND EXITING SUPERCALC 


At this time, you have used many of the Supercalc commands 
while experimenting with the sample worksheet. You are now 
ready to begin creating a new worksheet. 


You must first clear the worksheet of its contents before 
beginning. 


The sample worksheet you have been working with is still 
stored in its original form on the Supercalc diskette. Erasing 
the worksheet now on your screen will not destroy the original 
file. The ZAP Command is used to clear the worksheet from 
memory and the screen. 


If this were a new worksheet you had created and you had not 
saved your work before using the ZAP Command, your work- 
sheet would be totally lost. The ZAP Command should only be 
used after saving when you are creating a new document. 


In this case, with the original safely stored on the Supercalc 


diskette go ahead and press ‘ea 


You are now being asked if you want to ZAP the entire work- 
sheet. This question acts a safety feature in case the F4 
was accidentally entered. Press to clear 

the worksheet. 


Before we end this session, press to access the command 


line. Press for help. Now displayed on the screen is a list 
of all Supercalc commands and a brief description. Take a 
moment to identify the commands we have covered thus far 
and press any key to return to Supercalc. 


lf you wish to take a break from Supercalc, now would be a 
good time to do it. You may quit the Supercalc program by 


entering WB G) and respond to the prompt which is dis- 
played on the screen. If you do quit this session, you may pick 
up on the following page by booting Supercalc and placing a 
data diskette in drive B. 


IMPORTANT: If you intend to turn off your computer, you must 
first remove the diskette from the disk drive. Having diskettes 
in the drives while turning your computer on or off may damage 
them permanently. 


SUPERCALC 
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INSERTING NUMBERS AND TEXT 


With the worksheet once again empty, let's spend a few With the cursor still at cell A4, 


moments experimenting with text and number entries before 1 | . 
ee | | | | a: 
getting down to serious work. type Lf | S CY CY aia 

This entry is now complete. 


Move the cursor to cell A3. To place a text entry into this cell, 


like the row heading, “Income,” we must pay attention to a To enter numbers into the worksheet cells, you need only type 
special procedure. the number. Move the cursor to Bs. 


Type eo 0 0 DB | and press Gr 


The number 1000 is now located in cell BS. 


Text entries must always be preceded by a quotation mark. 


To make the text entry into cell A3 type 


| and press (= . , . : 
«| i NY © MM. E P Using the same procedure, make the following number entries 


into the cells indicated: 
The quotation mark told Supercalc the entry to follow would 


be text and not a number or a formula. The row heading B4 50 
“Income” is now in cell A3. C3 250 
C4 75 


Move the cursor to cell A4 and type S| AL Cy Gi CS 1500 
and press 


Attempting to make this text entry without the preceding 
quotation mark has caused a formula error to be displayed 
on the bottom right side of your screen. 


You are now ready to begin making formula entries onto the 
worksheet. 


To cancel this or any incorrect entry, hold the key 
down and while holding it down, press the &4. This cancels 
the entry so it may be retyped. 
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SOME SIMPLE FORMULAS 


Your worksheet should now contain five numeric entries, and 
two text entries. Now, it is time to experiment with entering 
formulas. 


You need a formula that adds together the contents of two 
cells, such as B3 and B4. 


Move the cursor to cell B6. Type Bo 4 


and press 
The cell B6 on the worksheet now contains the sum of cell 
contents B3 + B4. 


Move the cursor to cell B4 and change the number. Watch the 
effect on cell B6. It also is now affected by the change. 


Move the cursor to cell B8 and type G) G — B) Ey 
and press : 


This formula causes B3 to be subtracted from B6 and the 
result is displayed in cell B8. 


Cells can also be multiplied and divided with similar formulas. 
The pa is the symbol used to multiply and the is 


used to divide. 


To demonstrate taking a percentage of one cell's contents, 
move your cursor to cell B10 and 


-Q@S8B8000 Gm 


B10 now contains twenty-five percent of the value in cell B8. 


VERE REPRE EERE RER ER ER ERE 


One more type of formula you will find very useful is the 
SUM formula. It is used when you need to total long columns 
or rows of numbers. Move the cursor to cell C7 and 


rvrOOOGGESBGEBH 
and press Gaia 


The Sum Command requires that you enter the first cell and 
the last cell of the long column or row. The colon separating 
the two cells tells Supercalc to add all the cells’ contents 
between the starting and ending cell. In this case, C3, C4 and 
C5 were added. 


You are now ready to create your own worksheet using 
Supercalc. 


To clear the worksheet of these last entries, enter ei to 
ZAP the worksheet entries. Press in response to the 


prompt on the screen. 


The workspace is now clear and you are ready to turn the 
page. 
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CREATING A WORKSHEET 


To create a worksheet in the workspace, let’s begin by making 
the text entries for the row and column headings. The sample 
worksheet you will be creating is a projected household budget 
for six months, January through June. 


Begin by making the following entries. 
Remember, the cursor must be placed at the cell to retrieve the 
entry, text entries must be preceded by a quotation mark 





and each entry below is followed by pressing gectiochd) 


Make the following entries, at cell: 


Bi JANUARY A1OQ RENT 

Ci FEBRUARY A11 CLOTHES 

D1 MARCH Al2 UTILITIES 

E1 APRIL A13 ENTERTAINMENT 
Fi MAY A14 FOOD 

G1 JUNE 

A3 SALARY A16 TOTAL EXPENSES 
A4 INTEREST A18 NET INCOME 


A5 COMMISSION A20 SAVINGS 


A7 TOTAL INCOME 
When all text entries are complete, your Supercalc worksheet 
should look like Screen 1. 


NOTE: If you were working with the training tape program, 
turn on the tape. 


Notice the length of the row headings you have entered into 
column A. Many are longer than the nine characters the col- 
umn width is set for. To change the column width to accommo- 


date the headings, press G for the Format Command. 


$666664666666666060606868666668600606868 


4 es 4% tO 
JANUARY FEBRUARY 


i SALARY 
| INTEREST 
‘COMMISSION 


‘TOTAL INCOME 


Poo =) ON tA ££ i Pp 


J: RENT 
‘CLOTHES 
fe ;UTILITIES 
13; ENTERTAINMENT 
‘FOOD 


=! TOTAL EXPENSES 





3 iNET INCOME 
20! SAVINGS 
*» Al 
wEGe Ns 16 Mertiory:27 Last Col/Row:6286 ? for HELP 
Screen 1. 
Enter for column and £ to indicate the column name. 


Now press | eis The option to change the column width is 


performed by typing cy 6 (the new column width) and 





pressing Gaatiaiaae . 


Column A now has been widened to accommodate the length 
of your headings. To demonstrate changing the width of all 


columns press G for format and (cj for global. 


Now enter AL 2 to change the remaining column to 

12 characters wide and press “RETURN ff 

More will be done with the Format Command in the coming 
pages. 

NOTE: Turn the tape off now and practice this exercise. 
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CREATING A WORKSHEET 


With the row and column headings now inserted, you are ready 
to begin entering the numbers and formulas onto the work- 
sheet. You will only be making entries into column B at this 
time, and will then be introduced to a command which can be 
used to quickly fill in the remainder of the worksheet. 


Make the following entries, at the cell indicated, with each entry 
below. followed by a (SSSN§ . See screen 1 for example. 





B3 2000 
B4 = 100 
B5 1000 


B7 SUM (B3:B5) 


B10 450 
Bit 100 
Bi2 65 
Bi3 .15*B7 
Bi4 175 


B16 SUM (B10:B14) 
B18 B7—B16 
B20 .50°B18 


You have now made all of the necessary number and formula 
entries into column B. If you were to continue entering the 
remaining cell contents, you might find it would take quite a 
while. And what if your worksheet were used for a 36-month 
projection instead of 6 months? 
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JANUARY FEBRUARY 


i SALARY 
| INTEREST 
‘COMMISSION 


‘TOTAL INCOME 


‘RENT 

‘CLOTHES 
‘UTILITIES 
‘ENTERTAINMENT 
‘FOOD 


‘TOTAL EXPENSES 
a) ee i) | 


ne 


‘SAVINGS 922.5 
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Screen 1. 


NOTE: If you are following the Supercalc training tape, turn the 
tape back on now. If you're following along in the workbook, 
turn the page and you'll discover how to quickly complete the 
worksheet. 
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DISPLAYING FORMULAS a ee — 
AND THE REPLICATE COMMAND ae FEBRUARY MARCH 


t i 
i ot 


The Replicate Command is perhaps the most powerful of 
Supercalc’s commands when creating a large worksheet. 


SUM(C3:C5) SUMNCD3:05) 


The Global Command has an option which will allow you to 1 160 16¢ 
best watch effects of replicating and the commands effect on a : .15¢C7 .15¢D7 
formulas. | 175 175 175 

61 SUMCB10:B14 SUM(C10:C14 SUM(D10:014 
Enter ( to execute the Global Command. The screen ! B7-B16 C7=C16 07-016 
now prompts you with several options. The option you need for 26! .50¢B18 .50°C18 .50°D18 


> D1 Text=""MARCH 
Width: 12 Merory:25 Last Col/Row:620 ? for HELP 
? 


this exercise is the Formula or F option. Press G . Now look 
at the contents of the screen. Instead of the calculated values 





Screen 1. 


being displayed where formulas exist, the actual formula is 

displayed. For a demonstration of the replicate command's ability to 
replicate groups of cells, let's replicate column B entirely into 

To demonstrate the Replicate Command, let's begin with just columns C through G. 

one cell. Enter GG Supercalc completes typing in the Enter Gi. Respond to the replicate “from ?” prompt by 

command name “replicate” and prompts you by asking for the | 

cell or cells to be replicated. Enter cell name B typing (:} E} A E} 2 D and press RETURNS 

and cress aM You'll be replicating column B in its entirety with the exception 


of the column heading. 


You now must enter the cells that this entry is to be replicated to. To replicate this to columns C through G, respond to the 
on m4 ./ RETURN @ p= | | 
ype BB © O onc pres; Ga sromot by tyoing CO) ED EB BD anc cress CEE. 


The formula from cell B7 has been replicated to C7 through G7 The remainder of your worksheet has been filled in 
with the necessary adjustments. automatically. 
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THE GLOBAL COMMAND narra 
1; JANUARY FEBRUARY MARCH 
e1 
There are many general purpose commands associated with : 
Global. 5 
BG BD ostontor ming onthe formu : 
The @ aa Option for turning on the formula display was ie 
described on the previous page. This option also turns off the a 
formula display. 13 
i4 
208 i 
Type 1? 
; : 1 
Now examine your worksheet. You will see all worksheet 13 | 
formulas are once again hidden and the calculated value > D1 \F cacemanea’” 
is displayed. Width: 12 Menory:25 Last Col/Row:620 ? for HELP | 
screen 1. 
The other global options are: NS This causes the cursor to You may find it helpful to make the determination whether rows 
automatically advance to the next cell location after data is or columns are to be calculated first. Or, on a large worksheet, 
entered. If auto-advance is already in effect, then entering you may wish to suppress calculation from occurring until all 


entries are made. 
G ND will turn it off. 


G8) Recaiculates by Row, top down. Rows are recalculated left 


to right. 
B. This option can be used to turn off the border you now see 


displayed. The border referred to is the row and column desig- 
nations across the top and down the left side of the screen. 
The border is usually turned off before printing the worksheet. 


Recalculates by Column, left to right. Columns are calculated 
top down. 


AL or ‘M. These are used for Automatic or Manual recalcula- 


tion. If you enter the “M” option then calculation will only occur 
This option activates the Tab Mode. In this mode the 


cursor will skip or jump over protected and empty cells. when you enter an aE 
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FORMATTING THE WORKSHEET 


The Format Command allows you to make changes in the for- 


mat of your worksheet. Changes in text entries, numeric 
entries, or changes in the column width. The format may be 
changed for the entire worksheet (Global Changes), for one 
row or column, or even just one entry. You have already used 
format to change the width of column A. 


Press . The prompt line now changes to display 
G(lobal), C(olumn), R(ow), R(ow, or E(ntry). is entered for 
column. Supercalc now asks for the column letter. Enter Bo 


rer 
and press 


The prompt line presents you with a great variety of options. 


he Changes decimal fractions to whole numbers. 


G General format. Numbers are displayed as entered unless 
too long to fit the column width. If too large, the number will be 
converted to scientific notation. 


B This option displays numbers in exponential or scientific 
notation. This format displays numbers as a power of 10. 
For example: 20478 is 2.0478E4-. 


gg Displays numbers in dollars and cents format. Numbers 
are rounded to the nearest cent. 


R and change the setting of the text, right or left 


justification. Text is justified to the left unless changed with the 


option G) ; 


R and change the left or right justification of numbers on 
your worksheet. Numbers are typically justified to the right. 


G used for graphic display in comparison of values. 


Column Width: Entering a number will change the column 
width of the column specified. 


You should currently have G G) entered on the 


bottom line. 


RETURN ; | 
Press S| and press . This changes the values in 
Column B to dollars and cents. 


Now enter UB G for Global, Gi and press 


. All text on your worksheet has been right justified. 





RETURN 
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PROTECTING ENTRIES a a er a 


In earlier lessons, we discussed “protected” entries, and that ee eee 

it was a safety feature to guard against accidentally deleting, or {COMMISSION 

blanking important cell contents. 7!TOTAL INCOME 
3 | 

GS is the Protect Command that can affect a whole block 13) ENTERTAINMENT 

of cells, partial row, partial column or a single-cell entry. fcpreee 


16: TOTAL EXPENSES 
L?i 

18:NET INCOME 

13; 


UL is the Unprotect Command and it removes protection ar > leis 
from blocks, rows, columns or single cells. Width: 16 Merory:25 Last Col/Row:620 ? for HELP 





Screen 1. 


Type Pe to execute the Protect Command. Enter the 


range of cells to protect by typing £y 3. 6 A 2 
and press 


Page 19 


SUPERCALC 





TITLE COMMANDS 


When reviewing large worksheets, it is often beneficial if you 
can hold or lock certain rows and columns stationary while the 
remaining cells are scrolled. Otherwise, it is awkward scrolling 
from side to side to see row headings. Having the ability to lock 
the row headings in place while all other columns are scrolled 
is very useful. 


Move the cursor to cell A1 and enter: 
to execute the Title Command. 


NOTE: The Title Command uses the current row or column as 
specified by the cursor. Supercalc is now prompting you with 
H(oriz), V(ert), B(oth), or C(lear)? 


HL Locks the current row and all rows above it. 
Locks the current column and all columns to the left. 


Locks both the current row and column and all rows above 
and columns to the left. 


Clears the title lock. 


Cy Replaces the existing lock with a new one. 


VTEVEEEERERERERECERERERERE EEE 


i SALARY 
1 INTEREST 
‘COMMISSION 


‘+ TOTRL INCOME 


:RENT 

:+CLOTHES 
‘UTILITIES 
‘ENTERTAINMENT 
‘FOOD 


‘TOTAL EXPENSES 
‘HET INCOME 


eee Se eee EE 


i SAVINGS 
i Text=""JUHE 
en 12 Metriory:25 Last Col/Row:620 ? for HELP 


ew 
- 
KBOowonnOnfwuNK OOONOMSwhe 





Screen 1. 


Press A to lock the current column, Column A. Now scroll the 
window to view your last 2 columns on the worksheet. The 
effect is shown on Screen 1. 


It is now much easier to view and read the worksheet. Move 
your cursor to the row titled “TOTAL INCOME” 
and lock that row. 


Press CC). 


Now scroll your cursor up and down and note the effect. 


To clear the Title lock enter 
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THE WINDOW COMMAND 


This command is used to split the screen into two separate 
viewing areas. Each area can then act totally independent from 
the other. This command is very handy when you are working 
with a large document. It allows you to view portions of the 
document that might be separated by a long distance. 


Your screen can be split horizontally or vertically, and each half 
may scroll independently or together. The Window Command 
uses the current row or column as specified by the location of 
the cursor. 


Move your cursor to cell A10. Enter WI . You are now 
prompted with H(oriz), V(ert), C(lear Split), S(ynch), or 
U(nsynch). 

Now press (AD to split the window horizontally. 


The screen is now split horizontally at row 10 and the cursor 
still remains in cell A10. Moving the cursor down, scroll the 
window until “Total Liabilities” is seen right below “Total 
Assets.” 


NOTE: There is now an alternative Active Cell or cursor. To 


switch between the two Active Cells, press Lee . 


The other Window Command options are: 


GFF SSHESSEHSHSHSHKHSHSHEHHHSHHeLELLELEL 


tt B tt C 1 
JANUARY FEBRUARY 

a 

3; SALARY 2000. 

Yi INTEREST 166.6 
S:COMMISSION 1006, 


Bi 
?: TOTAL INCOME 
Bi 


Ji 


10; RENT 
11;CLOTHES 
SOuUTILITIES 
13;ENTERTAINMENT 
14;FOOD. 


15; 

ey oat EXPENSES 
L?i 

18;:NHET INCOME 

13; 


v A16 P Text="RENT 


wae he 16 Menory:25 Last Col/Row:G620 ? for HELP 





Screen 1, 


This option would split the screen vertically at the column 
indicated by the location of the Active Cell or cursor. 


Clears the split screen format. 


Ss) Allows both portions to scroll synchronously or at the same 
time in the same direction. 


@ Allows each portion to scroll independently. 
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SAVING 


Saving the worksheet you have created is the method for 
permanenily storing it on the diskette. 


S is entered to save the worksheet that you now have in 
memory on the disk. Supercalc adds the remainder of the word 
save. The next prompt is: Enter File Name (or RETURN for 
directory). 


Type in the name ed a Ee S| The B: represents 


Drive B. 


The screen now prompts you with A( ||) or V(alues). 


For this exercise, enter AL for all to save both the values and 
formulas on the diskette. When the disk stops whirring, your 
worksheet will have been stored on the diskette. 


We recommend that you use the Save Command periodically 
when creating a new worksheet. In case of an accidental 
power failure which would clear the worksheet from memory, 
you will have at least a partial copy on the diskette. 
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Printing your worksheet on a _— is done using the fi ©) 


Output Command. 


This command will write all or part of your worksheet to the 
printer. Your Supercalc diskette should be configured for the 


type of printer you are using. If this was not done, see the sec- 
tion on the Setup Command in the CP/M portion of this book. 


Enter © . The prompt line now reads D(isplay) or 
C(ontents) report. 


The “display” option prints the worksheet as seen on the 
screen. The “contents” option prints a list of cells and their 
exact contents, such as numbers and formulas. 


Press D. for display 


You are now asked to supply the range of cells to be printed. 


Type AL Gt i (J 2 © and oress GaiMaR 


The prompt line indicates that you must specify where the 
worksheet is to be output. 


Press i for printer 


Your printer will turn on in a moment, and the newly created 
worksheet will be printed. 


VERE RPEREREPEREPESER ER ER ERE RES 


PRINTED WORKSHEETS AND EXITING 
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Screen 1. 
Now that you have saved and printed your new worksheet you 
may end this Supercalc lesson. To exit Supercalc press Q. 


You will be asked if you wish to abandon Supercalc. 


Press 03. indicate yes. 
To demonstrate the procedure for re-loading this worksheet into 
memory now re-boot Supercalc. Displayed on the screen 


is the empty worksheet. Press for load. : 
Type & 8 E) S| 6B ang press | RETURN I 


Press LE to load the entire worksheet. In a moment the work- 
sheet you created will appear. 


Remember, if you are turning off your Osborne, remove the 
diskettes first. 
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CONCLUSION: Page Page 


You have now seen and used all of Supercalc s commands. Bccics cus sign CG) = Blank a © = Output 
You have entered text, data, and formulas while creating 
a small worksheet of your own and experimented with a 


sophisticated Balance Sheet. \ (- Copy 19... nese fa = Protect 
There are other worksheets on your Supercalc diskette you 'D 
may wish to explore. 6... a 23 = Delete 


You will find your Osborne User’s Reference Guide a helpful 
tool in examining other uses for the commands presented 
here. You will benefit from trying its many examples. 


Pi roves OB cai 
is... @ G = Format 


lf you have understood the commands as they were presented 


in this learning guide, you are ready to begin building your own | | . 
worksheets for the benefit of your home or business. bos wa ts ( = Global 
Have fun with Supercalc, it’s an exciting program to work with Oo 

and use. iis scarves « = Insert 





Bicmesea4 = Load Thicawen sd = Zap 
Discasaeprd ona a OD — wove TD ehs ane spas OO _ ... 
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COMPUTER COMPUTER CORPORATION 


——=f-7/, 


QUICK SELF INSTRUCTION SYSTEM WORDSTAR® Word Processing 











URE EERESPESERESESPESERES ERE 
WORDSTAR 


To begin working with the Wordstar program which was 


provided with your Osborne 1 computer, you must: OSBORNE 1 


Rey 1.4 (ce) 1982 OCC 


Know how to turn on your computer. 

Know how to put diskettes into the disk drives. 

Know how to adjust the intensity of the screen. 

Have a “Copy” of the Wordstar diskette and, 

Have a “Formatted” diskette for storing the document 
you ll be creating. 


Insert disk in Drive A and press RETURN. _ 





All of the procedures above are described in the “Introduction 


to CP/M” section of this workbook. 
Screen 1. 


Turning on your Osborne 1 will result in the message shown on | 
Screen 1 to be displayed on your screen. With this message, Diskette Drive A Screen Diskette Drive B 
you can “Boot” Wordstar by placing the Wordstar copied diskette 
into Drive A, and then press the key. 


The red light on disk drive Awill light and you will hear the 
“whirring” of the drive while Wordstar is being loaded into the 
computer's memory. Soon a new menu of commands will be 
displayed and you are ready to begin. 
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WORDSTAR NO FILE MENU 


D=create or edit a Document file. 
N=create or edit 3 Non=document file 


Displayed on your screen are the twelve Wordstar options M=Merge=print a file 
available to you. This is called the “Wordstar No File Menu.” F=File directory off (ON) 
Each of these program options will be discussed in this work- | L=change Logged disk drive 
| | . : R=Run 2 progran 
book. However, take a moment before you begin and examine 
the contents of the menu as it appears on your screen. DIRECTORY of disk A: 
/ SAMPLE. TAT AUTOST.COM ##SAMPLE.COM 


WSMSGS .OVR WSOVLY1.0V¥R ALBERT.¢¢¢ 


The Osborne computer displays 52 of the 80 columns used by 
the Wordstar menu. To explore the remainder of the Wordstar 


menu press the key and while holding it down, press 
the key. 


You may need to use and ED. . Screen 1. 


several times to read the entire menu. 





H=set Help level 


| A=-erAit to susten 
I or | P=Print Fy file 


e the ” me Y=delete a file 
are the two options that exist for restoring the menu to its mofpu efile 


original “Home?” position. E=rEnane a file 


Feeling comfortable with these procedures will speed up your WS. COM XDIR.COM MERGPRIN.OVR 
overall learning process. Take some time to practice now. 


Then, restore your menu to the “Home” position by holding 
down and pressing 6) Key. 





Screen 2. 


MODIFYING AN EXISTING DOCUMENT 


Much of your word processing work will be done creating new 
documents or modifying existing documents. In exploring some 
of Wordstar’s features, you will begin modifying a sample docu- 
ment provided for you by Osborne. This document resides on 
your Wordstar diskette. 


Press DD. 


This will select the create or edit document option. The screen 
will now display new instructions which are also shown on 
screen 2 of this page. 


Here you will see instructions concerning naming files. These 
instructions are displayed each time the “D” option is selected. 


The name of the file containing the sample document is 
SAMPLE. TXT 


Respond to the question, Name of File to Edit? on your 
screen by typing: 


s00e0c8c00R 





! ‘ I 
The name of the The extension 
file to be loaded SAMPLE is a 
TEA! file 


and press RETURN 


Note: If you should make a mistake while typing the file name, 
just press to erase your mistake. 


CURR REREREREERERERE REE EEE EEE. 


editing no file 


D=create or edit a Docunent file t Help 
N=create or edit a Non=docunent ier eS to 
M=Merge-print a file ri 
F=File directory off (COM) 

L=change Logged disk drive 

R=Run 9 prograrn 





DIRECTORY of disk A: 


SAMPLE. TXT AUTOST.COM WS.COM XDIR.COM 
WSOVLY1.OVR : 





Screen 1. 


editing no file 


Use this corrnand to create a new docunent file. 
or to initiate alteration of an exvisting docunent 


A file nane is 1-8 letters/digits. a period. 
and an optional @=3 character type. 

File nane nay be preceded by disk drive letter A 
and colon. otherwise current logged disk is used 


“S=delete character “W=delete entry “*F=File dir 
“D=restore character “*R=Restore entry “U=cancel c 


NAME OF FILE TO EDIT? sanple.tzt_ 


DIRECTORY of disk A: 
SAMPLE.TXT AUTOST.COM wS.COM XDIR.COM 
WSOVLY1.0VR 





Screen 2. 
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Having selected the “D” (create or edit) option, you are now 


ithin 's mal in. The informa- | 
within Wordstar's main menu and Feaay to beg it e | A:SAMPLE.TXT PAGE 1 LINE 1 COL 01 
tion on your screen is separated into different sections: CURSOR: “A=left word AS-left char 
| ‘E=up line “X=down line 
a . SCROLL: AZ=up line “‘W-down line 
THE MENU is displayed in the upper one-third of your screen MENU — 1) 3 of DEL=char left “G=char right 
to assist you. Note that commands available are indicated with OTHER: “W=insert off/on “I=tab 
A-HILS Ke Bal “W=insert a RETURN “B=-reforn to 
pilus Key SymboIs. HELP: “J displays menu of infornation co 


PREFIX KEYS °Q “J 4K *0.4P 
t 


The * lets you know the key must be held down while you 
press the corresponding key to execute the command. Also, a 


brief description of each command is given. | “BSAMPLE TEXT“B 
WORK 
SPACE ASWordStar*S is a CP/M compatible, screene= 
| salsa : : tie rocessing system with integrated 
THE RULER LINE indicates the right and left margin settings.  apabilities. Both the initial entry of 





“L” for left margin, “R” for right margin, and a dash for each the alteration of previously entered 
character position in between. You will be learning how to ¢ TTT: ire 1 , 
= ois Screen 1 

adjust the margins on command. 


. | , : COL @l INSERT ON 
THE WORKSPACE BUFFER Is the area below the ruler line hap AD=right char ee eee 
where all of your word processing work will be done. The line 
workspace currently contains the document SAMPLE. TXT. TEE oe eee int screen 
The workspace will be empty when you are creating your own aoe RETURN=end para aiiceten Mi Re 


documents in the future. ben to end para “L=find/replace again 
ion conmands 
ay nenus of seats ional conmands 

t t. . 


THE CURSOR is the illuminated underscore presently 
residing under the first character of your document. The cursor 
indicates where your next function will take place. 


-creen=-oriented word 
yted printing 


Gs or ES ae ee and 


can be used to restore the menu to the “home” position. rou should be 


Using will allow you to see the right half of the menu. 





Screen 2 


MOVING THE CURSOR 


Before you begin exploring the commands which are used 
most often in Wordstar, those that modify or add text, you need 
to become familiar with moving the cursor around the work- 
space buffer. There are many ways to do this, but first let's 
discover those most often used. There are two ways to 

move the cursor one character position at a time. 


First Method: Use the four arrow keys located on the right 
position of the keyboard. 


Each time an arrow key is pressed the cursor will move one 
character position in the direction indicated. When you continu- 
ously hold down any of the arrow keys, the cursor will move 
quickly from one position to the next. 


You will probably elect to use the four arrow keys to move 

the cursor; however, Wordstar does have four other keys which 
can be used to move the cursor one position at a time. These 
keys were initially provided for computers which did not have 
arrow keys. 


See eH eee H HEHE SHH EHEHEHEHHEHESS 


second Method: This alternate method for moving the cursor 
one character position at a time is shown on the menu. 


Hold down the key. Then press ‘E. for UP. 
And using the same procedure, practice with the keys 
as shown below. 

Cursor up 


Cursor left Ss BY curso: right 


Cursor down 








Note the physical position of these four keys on your Osborne 
keyboard. The position of the keys makes it easy for you to 
remember UP (E), DOWN (X), RIGHT (D), and LEFT (S). 


MOVING ONE. WORD AT A TIME 


There are two commands available to move the cursor one 
word at a time: one command to move left, one to move right. 
Look at the physical position of “S” and “D” on your keyboard 
and,remembering their function, you should find it easy to 
remember that 


EQ Lert 


and 


G RicHT 


are for moving one word left and right respectively. Spend a 
moment now and move the cursor around the workspace until 
you become comfortable with these keys. 
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DELETING CHARACTERS FROM THE 
WORKSPACE 


There are several commands available for deleting text from 
the workspace. Knowing each of these commands will enable 
you to quickly edit and correct any written document. 


a cp 


deletes one character from the workspace; The character to be 
deleted is directly above the cursor. 


Place the cursor under the first character of the word “initial” in 
your document. 


Hold down and press G | 
Note the effect of this command. The command has deleted 
the letter “i” from the word as shown below and all remaining 
text has automatically been repositioned. 
capabilities. Both the initial entry of text and 
capabilities. Both the nitial entry of text and 


There will be times when you will need to remove more than 
one letter within the same word. To do this, 


Hold down and repeatedly oress AD until the remaining 
portion of the word “initial” has been deleted. 


See eee eee eH eee HE EEE HELE EEEES 


You also have the option to delete an entire word using only 
one command. 


Move the cursor under the first letter of the word “alteration” 
in your document. Hold (i down and press (a. 
The entire word has been eliminated and the remaining text 
has been repositioned as shown below: 

the alteration of previously entered text are 

the of previously entered text are 


deletes one entire line of text from your document. 
The line to be deleted is the line on which the cursor resides. 
Please note: the cursor may be located anywhere on the line 
during this command. 

Place the cursor on line number four of your document. 

While holding ##@ down press 

The original line four has been deleted and all of the remaining 
text has been moved up one line. 
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INSERTING TEXT INTO THE 
WORKSPACE 


To provide greater flexibility, two different modes are available 
to you when you wish to insert or add text to an existing docu- 
ment. At times, you will wish to insert a new character, word or 
group of words between existing text; at other times you will 
need to type over existing text. 


You will always be aware of the condition of the Insert Mode 
as that will determine whether newly typed text is inserted or 
typed over. 


is the command to turn the Insert Mode ON and 
OFF. The condition of the Insert Mode is displayed in the upper 
right hand corner of your menu. 


Using look at the right side of the menu. The words 
INSERT ON are displayed in the upper right corner. 


Place your cursor under the first character of the word 
“enhancements” in your sample document. 


Type the word “testing” and watch your screen. Note 
the newly typed text has been inserted between the words 
“additional” and “enhancements”. 


Press to turn OFF the Insert Mode. Any text you now 
type will be typed over the existing text. 
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INSERT ON 
“D=right char “F=right word 


‘C=up screen “R=down screen 
*T=word right “Y=eentire line 
RETURN=end para “U=stop 
inti to end para “L=find/replace again 
ion commands 
fay menus of additional conmands 
T T , 


|e. | mm a Ez a a nem a Loe fF Ff ehh hUmLULUhUM 
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Screen 1 


Place the cursor under the first letter of the new word 
“testing” in your document. 


Type the word “replace”. With the Insert Mode OFF, each 
character you typed has replaced an existing character. 


To turn the Insert Mode back ON, simply enter 
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SCROLLING THE WINDOW CURSOR: “*Aeleft word “Bsleft shes 
ee aplue —_ *R=down line 
You have already seen that the view window can shift from the DELETE: hELavhor Lett faders pitied 
left and the right using the OTHER: V=insert off/on “I=tab 
| Mitahreps F) See poe a 
HELP: ‘J displays menu of information cor 
* * * me) * » 
and GB ED keys ee Scien tet 
processing cacti with integrated 
: capabilities. Both the initial entry of 
The window may also be scrolled UP and DOWN to view the alteration of previously entered te 
d ant displayed directly on the screen, as you 
sai pamoacarimiiniet as able to see. Most formatting functions tal 
immediately, resulting in the display of 
| print image, additional enhancenents are ¢ 
Z| scrolls the text up one line. pe Zz during pea _ a eee oxen 
creen 1 | ding ie | i orporation rovides ailMerge wW 
Screen 1 shows the effect of holding and pressing isuiue aut Retest data files--such 
five times. 3 tee PLL en 


Screen1 


Ww, scrolls the text down one line. 


“E=up line “AZ=down line 

3 SCROLL: ‘Z=up line AW=down line 
Ry scrolls down one screen at a time. ee Be cee aetna ee oe right 

3 . ‘| hs ee 

Screen 2 shows the effect of using G). ANciisert a RETURK ABccoForw te 
HELP: “J displays menu of information cor 
| . PREFI® KEYS AG A AK s ”P display ment 
scrolls up one screen ata time. eee ee A, ia ee, eee jcechantuten 


20Pp 
pl 67 ? = 
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ASWordStar*S is a CP/M compatible, screen- 


Screen 2 
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COMMAND PREFIX KEYS 


A:SAMPLE.TXT PAGE 1 LINE 1 COL @1 


. Af-\lef | ‘Y, | on 2 

Wordstar has provided you with five more menus in addition to ia eae | tne ; i pie ener 
the main menu now displayed on your screen. These menus SCROLL: “Z=up line AW=down line 
provide you with many more Wordstar commands and are DELETE: DEL=char left “G=char right 
ditmiavest a: “oO and Prefix: Kay? Tho # OTHER: “Veinsert off/on op Ee) 

isplayed upon entering a “Command Prefix Key”. The five AN=insert a RETURN “B=reforn to 
command prefix keys are displayed for you on the last line of HELP: AJ crap Leys Menu of information co 
your menu. => PREFIX KEYS 


They are accessed by holding down 


: “BSAMPLE TEXT“B 
and pressing 


ASWordStar*®S is a CP/M compatible, screen- 





processing systen with integrated 
i capabilities. Both the initial entry of | 
Quick Menu the alteration of previously entered 
Screen 1 
BD ei Menu 
C3 Block Menu 


0} Onscreen Menu 


Po Print Menu 
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THE HELP MENU 


Hold down and press 


The “J” or “Help” menu displays a list of help commands, 
each of which is preceded by a key to be pressed. 


Use and to scan the commands avail- 
able in the entire Help menu. 


Typing any of the indicated keys will display information on 
that subject. These keys may be used without the A key. 


The is pressed after reading each section of Help 
information. After Wordstar has displayed all information on 
that subject, it will return you to the main menu. 


Press /H . The “Set Help Level” command is an important 
feature to review. 


This feature will be of great value as you become more fluent 
with Wordstar commands. The Help level is currently set at 3, 
providing you the greatest amount of displayed assistance. As 
you have noticed, the displayed menu information uses a good 
portion of your screen. The Help level may be turned down to 
2, 1 or O to provide you with less displayed assistance and 
increase the size of your workspace. 
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A:SAMPLE.TAT PAGE 1 LIWE 1 COL @1 
“J PREFIX: help commands 
display and set Help level 
Fiags in right screen colum  “§& 
conmand Index; entering text R 
paragraph reform (*B conmand> 
Dot commands, print controls 


“BSAMPLE TEAT“*B 


ASWordStar*S is a CP/M compatible, screen- 
processing system with integrated 
capabilities. Both the initial entry of 
the alteration of previously entered t 
ed syed directly on the screen, as yo 


Screen 1. 





Help levels may also be set from the Wordstar No File menu 
before creating or editing a file by selecting the “H’ option after 
booting up the Wordstar disk. 


lf you are just beginning with Wordstar, it is recommended that 
you keep the Help level set at 3. When you have completed 
reading the Help information, press the to display 

the main menu. 
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THE QUICK MENU (Moving the Cursor) 


You have discovered several ways of moving the cursor from 
one place to another within your document. Often, however, 
you will find that moving the cursor one character position at a 
time is too slow. 


Q is entered to access the display of Quick Menu Com- 
mands available. 


Use and to scan the entire menu. There are 
six commands on the Quick Menu for moving the cursor. 


R to move the cursor to the beginning of the file or document. 
to move the cursor to the end of the file or document. 


G to move the cursor to the right side of the line the cursor 
resides on. 


S to move the cursor to the left side of the screen. 
-E to move the cursor to the top of the screen. 


to move the cursor to the bottom of the screen. 





“Q A: SAMPLE.TAT PAGE 1 LINE 1 COL G1 
*“Q PREFIX (to cance 

CURSOR: S=left Side screen E=top scree, 
R=beginning file C=end file 


SCROLL: é=continuous up 
DEL=left 

F=Find a string 
Q=repeat until ke 


DELETE TG END LINE: 
FIHO. REPLACE: 
REPEAT NEAT COMMAND: 


“SBSAMPLE TEXT*B 


ASWordStar*S is a CP/M conpatible, screen- 
processing system with integrated 
capabilities. Both the initial entry of 
the alteration of previously entered 

df sued dire 1 on the screen. 


screen 1. 
Now that you have the Quick Menu displayed on your screen, 
you may enter any one of these commands to move the cursor. 


Note: The key is required only when entering the Prefix 
command key Q 


To realize the value of these quick cursor commands you can 


enter the Q key sequence swiftly enough to cause the 
cursor to move without the Quick Menu being displayed. 


Enter Game Q Ro and Gai Q repeatedly for practice until 


you feel comfortable with the process. 
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THE QUICK MENU (Find) 


AQFe A:SAMPLE.TXT PAGE 1 LINE 1 COL a1 


The “Find” Command can be used to move the cursor to any “S=delete character ‘“Y=delete entry  *F 
— = r 


word or phrase in your document. Before you try the “Find” ‘D=restore character *R=Restore entry “U 
Command, move the cursor to the beginning of your document f a 

. | | ee 
using CO PR FIND? to OPTIONS? €? FOR INFO) _ 


The “Find” Command will search for the word or phrase 
starting at the cursor’s location. 


.op | : ; 
Press aw OC @ ABSAMPLE TEXTAB 


ASWordStar*S is a CP/M compatible, screen- 





| processing system with integrated 
Your screen will change as Wordstar prompts you with the capabilities. Both the initial entry of 
question Find? the alteration of previously entered 
we 2ueC aire | ¢ iL: 1) | ee} ry 
Screen 1. 
Type in any word or phrase that appears more than one time in | 
your document and press Note on your screen that the cursor has moved to the first 
occurrence of the word you indicated to be found, and your 
Wordstar has responded with the question Options? (? for info) screen is now restored to the main menu. 
This question allows you to specify certain options available is the Find/Replace Again Command which you 
for the “Find” Command. At this time, ignore the options may use to immediately repeat the “Find” Command. The 
question by pressing cursor then moves to the second occurrence of the word. 
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THE QUICK MENU (Find with Options) 


Once again move the cursor to the beginning of your document 


using the ai Q fF} command. 


Enter Gali G FI Respond to the question “Find?” again 
with any word located in your document and press 


When the question “Options?” appears, respond with a 
and press to view the available options. 


The Find options are: 

Number = repeat count. Entering a number in response to 

the “Options?” indicates finding the nth occurrence 

of a word. For example, entering the number 7 would cause the 
cursor to stop on the 7th occurrence of the word. 


09 selecting this option causes a search for whole words only. 
A “Whole Word” is one which is preceded and followed by a 
space or other punctuation. 


UL This option ignores the distinction between upper and 
lower case. 
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AQf A:SAMPLE.TXT PAGE 1 LINE 1 COL Of 


w2=delete character ‘*Y=delete entry “F=File dir 
D=restore character “R=Restore entry “*Uscancel o 


FIND? with OPTIONS? ¢? FOR INFO) ? 


Normally press RETURN only. or enter one or MO | 
nunber=repeat count, B=search Backwards. We=whole 
U=ignore case, N=replace w/o asking, G=replace in e 


Lowen tennn teen teen n tennant aanntacantancataasetoce=t= 


“BSAMPLE TEXT*B 
“SWordStar*S is a CP/M compatible, screen-oriented 
processing system wit integrated printing 
capabilities. Both the initial entry of text and 
the alteration of previously entered text are 
displayed Sareet ty on the screen, as you should be 
able to see. Most formatting functions take place 
immediately, resulting in fhe display of a true 
print image; additional enhancenents are perforned 


Screen 1, 


Search for the word occurs backwards from the cursor 
location instead of forward. 


Each of these options may be entered by responding to the 
“Options?” question with the appropriate letter or number 


Take a few moments to explore each of the options available 
with the “Find” Command. 
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THE QUICK MENU (Find and Replace) 


“Qa A:SAMPLE.TXT PAGE 1 LINE 4 COL 28 
Many times when using your word processor you will have the ASsdelete character “Y=delete entry 
need to find a word within your document that you might want “D=restore character “R=Restore entry 
replaced by another word or phrase. Move the cursor to the 


Enter Ge Q G3 this is the command for Find/Replace. 
You'll note the familiar question “Find?’. Respond by typing 
any word you wish to replace and press 


SBSAMPLE TEXT*B 
Wordstar now prompts you with the question Replace With? | | 
You may enter any word or phrase in response to this question sSWordStar*S is a CP/M compatible, screen- 
nie processing system with integrated 
and press T.Fivaeaeuie Both the initial entr 


Screen 1. 





Again, you are asked for options as with the “Find” Command. 


Ignore the options for now by pressing (#=ter REPLACE (Y/n>: 





entry ‘“*F=File Directory 
Note the cursor has been moved to the first occurrence of the e entry “U=cancel command 
specified word but no replacement has taken place. Scan to r OPTIONS? (2? FOR INFO) 
see the right side of the menu and respond to the question in 
the upper right hand corner: “Replace :(Y/N)” Press Y | 


| and watch the replacement. 


may now be used to repeat the Find/Replace 
Command just executed. 


screen=-oriented word 
printing 





Screen 2. 


THE QUICK MENU (Find/Replace 
Options) 


As with the “Find” Command, the “Find/Replace” Command 
has options available. Move the cursor to the beginning of the 


document and enter Q| Fy 


Enter a word or phrase to be found in response to the prompt 
“Find?” press and type a word to replace it with when 


Wordstar prompts you with “Replace With?’: After you have 
typed in the new word press 


Press and press when you are asked for Option? 
(? for info) 


Note the available options supplied with the “Find/ 
Replace” Command. 


Number: During a Find/Replace Command the number 
entered specifies the number of times the entered word will be 
found and replaced. 


G Replaces each occurrence of the entered word in the 
entire document. 


HNL Using this option allows the replacement to occur 
without asking “Replace Y/N.” You will use this option when 
you know the answer will always be Yes. 
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A:SAMPLE.TXT PAGE 1 LINE 4 COL 28 INSERT 


e character “Y=delete entry “F=File directory 
re character “R=Restore entry “Uscancel cornnand 


with REPLACE WITH? for OPTIONS? (2? FOR INFO) 2? — 


Nally press RETURN only. or enter one or nore of: 
epeat count. B=search Backwards. Wewhole Words onl 
case. N=replace w/o asking. G=replace in entire fil 


a feeenfenea tenant mmentaoncntannatccnatancatacant ee 


“BSAMPLE TEXT“B 


r“S is a CP/M compatible, screen-oriented word 
9 system with integrated printing 
ies. Both the initial entry of text and 
ration of Previously entered text ere 
directly on the screen, as you should be 
Most formatting functions take place 
» Fesulting in he display of a true 
additional Sihsacenents are perforned 





Screen 1. 


G searches the document backwards from the cursor's 
position instead of forward from that position. 


0 Ignores upper and lower case distinction. 


WwW This option finds and replaces whole words only, a word 
that is preceded and followed by a non-letter or non-digit. 


For example: When finding the word “in’,; Wordstar would not 
find this word as part of the word “rain’; if the (19 option had 
been selected. 
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REFORMING PARAGRAPHS 


One advantage of using a word processor is the ability to 
change margin settings and reform the document to fit 
perfectly within the new margins after the document has 
been completed. 


These procedures require two new steps. One to change the 
margins, and one to reform the paragraph. 


To access the commands to change the margins you must 
explore another prefix key menu. Margin settings are done on 
the “Onscreen Menu”; Enter 0} to view this menu. 


Take a moment to examine the new commands. 
Each of these commands will be discussed fully on the 
following pages. 


To watch the full effect of the reforming command, let's set 
the right margin to be viewed within the 52 columns of the 
Osborne screen. 


Press G) to “Set Right Margin” 


Respond to the question requesting the new column 


number with 5 | DB 


You now have the main menu back on the screen. Take 
note of the adjustment in the ruler line. It is now 50 columns 
wide and fully visible on the screen. Also notice that your 
document still extends beyond the right margin. 


VOdVVELVELVULELLELY>EEL EV ELLEVEDEVVY 


Position your cursor at the beginning of the first paragraph of 
your document. 


Press B. to begin the “Reform Paragraph” command. 


IMPORTANT: A paragraph is a group of words ending with a 


RETURN 


Either one of two events has occurred. 

1. The entire 1st paragraph has been reformed and you may 
now move the cursor to the beginning of the 2nd paragraph 
and once again enter B 


2. The cursor is resting under the last word on one of the 
paragraph lines. New instructions are now printed along the 
top of your screen explaining your options for hyphenating 
the word. If you choose not to hyphenate simply enter 


and the reforming will continue. 
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THE ONSCREEN MENU 


There are many other commands available when formatting 
your document in the workspace. To sample some of these 
commands let's go back to the Onscreen menu. 


Enter 0 and once again take note of the available 
options. 


First, let's change the left hand margin. It is currently set at 
column 1. Select the option by entering the letter and 
change the margin to 5 § 


To review reforming paragraphs, reform each paragraph 
of your document to fit the new margin setting, 


sino GED 


To change the number of blank lines that are between the 
typed lines (similar to double or triple spacing on a typewriter) 


enter O. ‘S and then enter the new number of spaces. 


You now must reform the paragraphs of your document to 
change them to the new line spacing. Move your cursor to any 
line which does not completely fill the margins. 


Enter t You will notice the line has automatically 
been centered between the two margins. 
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“0 A:SAMPLE.TAT PAGE 1 LINE 4 COL 28 
“O PREFIX: on-screen forts 
S=set line Spacing C=Center cursor line 
L=set Left margin A=Margin release 
R=set Right margin W=Word wrap on (OFF) 
I=set tab stop J=Justification off (0 





N=clear tab stop ¥V=Variable tabs off (0 


G=paraGraph tab H=Hyphen=Help off (CON)! 


.op 
pl 67 | 
“BSAMPLE TEXT“B 





ASWordStar*S is a CP/M compatible, screen- 
processing system with _ integrated 





Screen 1 


The ruler line which separates the menu from the workspace 


can be turned on and off by entering Oo. G 


A function which will be remembered by those of you familiar 
with the typewriter is margin release. You may continue to type 


past the margin by entering the Oo E3 , Release Margin 
Command. 


As you have probably noticed, if you enter the sequence of 
keys swiftly the “O” menu does not appear just as it is in the 
“Quick” menu. But remember you may always view the menu 


options by entering 'O and waiting for the menu 
to appear before entering the command letter. 


WORDSTAR 





NVVVSVSVSSVVSVASFASASAAAAAIAAAANASN 


MORE ABOUT SCROLLING 


You've used several methods for scrolling the screen but one 
which is most beneficial on long documents is the automatic 
scrolling command. These scrolling commands are found on 
the “Q” or “Quick Menu” and allow the screen to be repeat- 
edly scrolled one line at a time so you might review a document 
without having to manually scroll the screen. 


To scroll the screen down, enter: /Q| 


This scrolling can be stopped by pressing any key on the 
keyboard. 


To scroll the screen up, enter: Q 


Once again pressing any key will stop the automatic scrolling. 


WORDSTAR 


MORE ABOUT DELETING 


Let's review the ways you have already discovered for deleting 
text from the workspace. 


Deletes one character 
Deletes one word 


Deletes one line 


Two more delete commands exist for deleting the text on 
the line before the cursor, and one for deleting text to the end 
of the line after the cursor. 


Position your cursor on any line in the middle of your 
document. 


Press © | watch as all the words to the left of the 
cursor have been deleted. 


Reposition the cursor to the center of another line and enter 
i to delete everything to the right of the cursor 


to the end of the line. 
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At this time you have seen and used many of the Wordstar 
commands. You have inserted new words and deleted old 
words. You have seen the ways to move the cursor, set 
margins, reform paragraphs, and find and replace words 
or phrases. 


Now, before continuing on to the 2nd half of Wordstar, it would 
be appropriate for you to practice all of the commands we have 
discussed so far. 


At this moment, the document in your workspace no doubt 
looks very different than it did when you originally loaded it into 
the workspace. 


A good exercise which will allow you to re-use all of the 
Wordstar commands covered is to restore your document to its 
original form. A copy of the document “Sample.Txt” is located 
at the end of the Wordstar section of this book. You may use 
this to compare the existing text in your workspace. 


When you have completed restoring the document in the 
workspace and feel comfortable with the commands already 
discussed, abandon this editing session by entering 


CTRL | 
? = 


Wordstar will prompt you with: 
Abandon edited version of file name? (Y/N) 
Type G2. 


You now have the No File Menu displayed on your screen. To 
completely exit Wordstar press the &@ key. This No File Menu 
option exits Wordstar to CP/M. 


When you wish to continue with the Wordstar lessons, turn on 
your computer, and place Wordstar in disk drive A. 


You will need to place a formatted diskette into drive B for data 


storage during this next part. You created a formatted diskette 
during the CP/M lessons and this diskette may be used. 


Press fiiacuum to boot Wordstar. 


IMPORTANT: If you are going to turn off the computer you 
must remove the diskettes from the disk drives. Having disk- 
ettes in the disk drives when your computer is turned on or off 
may damage them permanently. 


WORDSTAR 
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WORDSTAR NO FILE MENU 


Part 2 of this section will begin by exploring further the options 
available on the Wordstar No File Menu. You have already 
used 


D Edit or create a document file option. 
Other options available on the menu are: 
Change the logged disk drive. 


0 Create or edit a non-document file. A non-document file 
would be a data file for merge-printing, like a mailing list or 
a source program created by a programmer. 


MV This command initiates a merge-print operation. This com- 
mand merges files, and is used for form letters, mailing 
lists, and long documents. See the mail-merge section of 
your Osborne manual for details. 


This command turns ON or OFF the file directory. When 
the file directory is ON all file names for all text files are 
displayed on your monitor. 


RL This command is used to run a program while you 
are using Wordstar. Any program on either diskette can 
be called. 


0) Selects the help level of information to be displayed on 
~ the menus. 


This command takes you from Wordstar to the CP/M 
operating system. 


Gl This command is used to print a text file which resides 


on either diskette. The name of the file and print options 
are requested. 


With this command you can delete or erase a file from 
the diskette. 


© This command is used for copying files. The source file- 
name and destination filename are requested. If the desti- 
nation file exists, its contents will be erased and the new 
file will replace it. 


(I With this command you may change the name of 
an existing file. 


WORDSTAR 
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CHANGING THE LOGGED DISK DRIVE 


editing no file 


When you booted your Osborne computer, you'll recall that The LOGGED DISK (or Current Disk or Defaul 


Wordstar was booted from drive A and your data diskette was disk drive used for files except those fil 


inserted into drive B. you enter a disk drive nane as part of the 
WordStar displays the File Directory of th 


7 . ; THE LOGGED DISK DRIVE IS NOW A: 
Your existing documents and any you will create will be stored 


or saved on the data diskette in drive B. To access drive B NEW LOGGED DISK DRIVE (letter, colon, RETU 
automatically when loading or Saving documents, you will need | DIRECTORY of disk A: 

to change the Logged Disk Drive using the “L’ option on your SAMPLE.TXT  AUTOST.COM SAMPLE.COM ws. 
Wordstar No File Menu. | WSMSGS.OVR WSOVLY1.0VR ALBERT.££$ 


Press to change the Logged Disk Drive. Selecting this 
option causes new instructions to be displayed as seen in the 
diagram of Screen 1. Screen 1. 





At this time, drive A is the currently Logged Disk Drive. 


To make the change to drive B, simply follow the screen's 
directions, typing in B Ve 
Notice, you have been returned to the Wordstar menu. 


IMPORTANT: Changing the Logged Disk Drive to drive B 
should be done each time you boot Wordstar and also each 
time you change data disks while in Wordstar. 
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CREATING A NEW DOCUMENT > 


Once again the DD create or edit a document commana, will Mr. Ralph Smith 
be used to begin. 


Press | 


This time rather than respond to the prompt “Enter File Name” 
with a file which already exists, you will enter the name of a Dear Ralph, 
new file you are going to create. For your work in the section 
use the name: 


1894 Woodside Avenue =) 


Los Angeles, CA 90034 


RETURN 


RETURN 


| | | am completely satisfied with my Osborne computer. It efficiently handles 
TESTING all my word processing needs and | am amazed at how quickly | learned to 


operate it. What a time-saver for my freelance writing projects. 
Enter this name and press 


RETURN 


Wordstar has noted that this is a new file and shortly you will In addition, | have discovered how easy the Osborne is to carry with me 
see the familiar main menu and ruler line. Notice this time, which makes my on-location feature assignments a breeze. | just wanted 
however, the workspace is empty with only the cursor in the you to know how happy | am with it. 


upper left hand corner. Wordstar is ready for you to begin enter- 
ing new text. On the opposite side of this page is a document 
for you to enter. sincerely, al 


RETURN 


| RETURN 


As you enter this document notice the movement of the SREP 
window when you reach the right side of the screen. Notice 
that you are automatically returned to the left margin when 
you reach the end of the line. 





Diane Hancock | RETURN 


You need only press the key as indicated. 
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TABBING 


You may need to have special indentations. 
Wordstar has the ability to set tab stops. The currently set 
tabs are indicated on the ruler line by an exclamation point (!). 


O be is entered to set new tab stops. 


For “Set Tab Stops” note that this command is part of the 
“Onscreen” menu. 


Respond to the prompt with the column number where the new 
tab should be set. 


To clear tab stops enter Oo. No 


You may enter the column number of the tab to be cleared or 
enter gy to clear all tab stops. 


Once your tabs are appropriately set oO or will 
advance the cursor to the next tab stop. If there are no tab 
stops remaining on that line, the cursor will advance to the first 
tab stop on the next line. ) 


Another form of tab command found in Wordstar is called the 


“Paragraph Tab” 


This command temporarily sets the left margin to the next tab 
stop to the right. This command can be used repeatedly to 
indent sections of text. 


lf you have not been doing so all along, take a moment to set, 
Clear, and use the tab commands. 


WORDSTAR 
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MARKERS 


When creating long documents it is often handy to be able to 
mark or highlight new sections or positions in the document. 
Wordstar has provided you with ten place markers which can 
be used to help you easily locate sections of your document. 
Any one of these markers may be placed in the document. 


Move the cursor to the beginning of the first paragraph of the 
document in the work space and enter PK. DB | 


This numbered marker has now been highlighted in that posi- 
tion. Any marker number from 0-9 could have been entered. 


Move your cursor to the beginning of the document. 


Enter 


G to quickly position the cursor at your marker. 


B:TESTING PAGE 1 LINE 7 COL Ol e 
CURSOR: “A=left word “Seleft char “Derig 
“Esup line “K=down line 
SCROLL: “Z=up line “Wedown line “Caup , 
DELETE: DEL=char left “G=echar right *T=wor 
OTHER: “Yoinsert off/on “lT=tab RETURN= 
a a RETURN “B=reforn to end para 
HELP: “J displays nenu of information cornmands 
BREF Te KEYS wag? Tyas? eres by si gen Henus of add 
Lewnntennatean-= teeeetennntee=- teenntene= teaantennnt- 
Mr. Ralph Suith 
1894 Woodside Avenue 
i eee 


Dear Ralph, 


‘J an conpletely satisfied with my Osborne 
atficieat ly handles all my word processing needs and 
at how quickly I learned to operate it. What a-tine 
freelance writing projects. 


In addition, I have discovered how easy the Osborn | 


with me which makes my on-location feature assignnen 
I just wanted you to know how happy I an with it, 





Screen 1. 
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BLOCKS 


In addition to setting markers within your document Wordstar 
allows you to identify blocks of text. These identified blocks 
may be moved from one area of your document to another, 
copied, written to a disk file, or found with quick cursor 
commands. 


To identify a block of text, let's use paragraph one of the 
document in your workspace. 


You must first place a block marker at the beginning and end of 
the text. 


Move your cursor to the beginning of your paragraph and enter 
the “Set Block Beginning” command -K! cE} 


A“ <B> ” will appear at the beginning of the paragraph. 


Next move the cursor to the end of the paragraph and 


enter Ga C3 C3 . The entire marked block will be shown at 
half the intensity so you can easily identify it. 


Only one block can be marked at a time and blocks are limited 
to a certain size. If a “Block Too Long” error occurs as you 
are attempting to copy or write a block, you will need to break 
the block in half and perform two separate operations. 


VYVVVEVYEVYEDVYVSN 


PAGE 1 LINE 7 COL 01 
“S=left char 
“K=down line 
“W=down line “C=up 
“G=echar right “T=wor 
“VY=insert off/on “T=tab RETURN= 
“H=insert a RETURN “B=reforn to end para 
HELP: “J displays menu of infortation cortnands 
PREFIX KEYS display nenus of add 


B: TESTING 
“A=left word 
of ee 
“Z=up line 
DEL=char left 


CURSOR: *“Derig 
SCROLL: 
DELETE: 
OTHER: 


L==-==? ¢ : , + ¢ t t 
Mr. Ralph Smith 
1894 Woodside Avenue 


. = 


Los Angeles, Ca 90034 
Dear Ralph, 


Bec gol an completely satisfied with my Osbor 
efficiently handles all my word processing needs and 
at how quickly I learned to operate it. What a tine 
freelance writing projects. 


In addition, I have discovered how easy the Osborn 
with me which makes my on-location feature ass ignnen 
I just wanted you to know how happy I'am with it. 


Screen 1 


This has been your first exposure to the “K” or “Block” menu. 
You might take a moment to look at the available commands 


on this menu by simply entering 


Press Geman when you wish to return to the main menu. Turn 
the page to explore some of the block commands available. 
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WHAT TO DO WITH BLOCKS 


Blocks may be copied to different parts of the document. | can be used to move the cursor to the block 
Position the cursor anywhere within the document outside of beginning position. 

the block markers. O 

—_ - Q KK can be used to move the cursor to the block end 
K) is entered. position. 


The currently designated block has now been copied to the 
new position and the original block has remained unaltered. 
This block may be copied as many times as needed. 


Blocks may be moved from one position to another by 
placing the cursor in the desired position and entering 
The block markers have moved the block. 


KK is entered to remove a block. 


Because large blocks of text can be deleted accidentally with 
this command it is recommended that block markers be 
“Hidden” when you are not using block commands. This is done 


by entering C3 


This command hides the marked block (or “Unhides” it if 
it is already hidden). A hidden block cannot have block 
commands performed on it. 
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A LITTLE INFORMATION ABOUT 
HYPHENS 


Two types of hyphens are recognized by Wordstar. Hard Hyphen may be entered using 0 before the 
hyphen if “Soft Hyphen Entry” is ON. These hard hyphens 


: : ill unconditionally be pl i yout ment. 
SOFT HYPHENS—These hyphens are used at the end of will unconditionally be placed t your docume 


a line to separate a word that is too long to fit on the current 


line. The soft hyphen only appears at the end of a line. If the oO D is entered if you wish to distinguish between hard 
hyphenated word ends up in another position other than at the and soft hyphens in your document. This command turns on 
end of a line, the hyphen will be automatically removed. and off the print control display. If this command is off, soft 


hyphens will not be seen in the document. 


HARD HYPHENS—A hard hyphen is used whenever a 
“Fixed” divider is required between characters or words. Hard 
hyphens are always printed. 


You have seen a soft hyphen entered while reforming para- | \ 
graphs in your document. The “Soft Hyphen Entry” option is 

OFF when Wordstar is booted, allowing all hyphens typed to 

be inserted. 0) (3 turns the “Soft Hyphen Entry” 

OFF or ON. 





“Hyphen Help” command is on. This command identifies 
words too long to fit on the current line and checks if it is two 
syllables, selects the proper position for the hyphen, then 
allows you to choose if you wish to hyphenate in the position 
indicated by the cursor. 0 | He turns the “Hyphen Help” 
OFF or ON. 
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FILES | 
Now that you have discovered the way to create and edit docu- Other commands on the “K” or “Block” menu should be 
ments using Wordstar, it is time to discuss saving your docu- familiar to you by now. 
ment on the diskette. In this session you have created a new 
file called TESTING. This is the name you gave the file earlier. seca: 1 PS coe 
me Cs Change the logged disk 

When creating a long document it is wise to periodicall a) 

$ é z K ie) Rename a file 


save what has already been created and continue right on 
with the Wordstar session. This is done by entering HK 


K Delete a file 


Upon entering this command the screen will show you the 


file name being saved and will ask you to wait while the disk C3 © copy a tite 
is being written to. When this is complete the cursor will be 
positioned at the beginning of the document. aes | | 
| C3 LE. File directory on/off 
| \ 
To return the cursor to its previous position enter G P These commands should be recognizable as they are also 


ae : ' vailable on the Wordstar No File Menu. 
C3 ‘dD Saves your file and exits to No File Menu. available on the Wordstar No 


To save your document and end the word processing session, 


use command. It saves your document and exits 
Wordstar to CP/M. 
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PRINTING DOCUMENTS 


There are many commands used within documents to cause 
different action on your printer. These commands are entered 
as control characters which can be seen on your screen; but 
are not printed. Before you begin adding print options to the 
workspace let’s discuss the command to print. 


NOTE: Your Wordstar diskette should already be configured to 
communicate with your printer. This was done using the 
“CP/M Setup” command. 


ia is the command for print. 
A series of print option questions will now be asked. To use the 
default or preset condition simply respond with a 


DISK FILE OUTPUT (Y/N): The option if givena 3. 
“yes” answer would allow one file to be output to another file. 
Any other character entered causes the output to default to 
the printer. The default is “N” 


* START AT PAGE NUMBER (RETURN for beginning?) 
A specific page number may be entered to start somewhere 
other than the beginning. The default is “1” 


* STOP AFTER PAGE NUMBER (RETURN for end). A page 
number may be entered at which time printing would stop. 
The default is the end of the document. 
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* USE FORM FEED (Y/N): Allows form feed controls to be 
output to the printer. The default is “N”. 


« SUPPRESS PAGE FORMATTING (Y/ N): An exact copy of 
the screen display including dorcommande can be sent to the 
printer by answering yes to this question. The default is “N” 


* PAUSE FOR PAPER CHANGE (Y/N): The printer will pause 
at the end of each page for paper change. The default is “N” 


« Your screen now requests you Press if your 
printer is ready. 
\ 


To stop or pause the print function enter P| . This will 
stop the print function which will remain halted until you 
respond to the prompt: 

TYPE Y TO ABANDON PRINT, N TO CONTINUE. 
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PRINT CONTROL CHARACTERS 


The following are print control characters which can be used i Strike out toggle. Prints dashes over the 
within your document. As each control character is entered it characters which are surrounded by this print control character. 


will be seen on your monitor. Most of these control characters 

will be placed “Surrounding” a group of characters or words. , | : | | 
The print control character will be entered at the beginning of It is suggested that you spend sometime entering these print 
the block and again at the end of the block. control characters and Re-Printing your document using 


C3 ce to save the edited document on the disk and then 


i CY aiternates the character pitch from 10 (PICA) to rar . 
12 characters per inch (ELITE) on daisy wheel printers. using erm C3 G to print the new version of the document 


you just stored. 


P| CG Causes the next character to overprint the 


preceding character. This control character is placed at the Moa i aa Hike mink ie. nich 
position the backspace is desired. This can be used for SU OUTS Se NAS re a TI aading ine g 
things such as accent marks over letters. touches and professional look to your documents. 

G G Allows text between the control B’s to be printed Other print lormatting commands are located in your Osborne 
in bold face. Depending on your printer the characters will Manual under “Dot Commands. 


either be struck twice or offset printed. 


2 Double strike. Causes each character to be 
struck twice with no offset. Normally causes a lighter effect 
than “Bold Face.” 


Stop Print. Printing halts so ribbons or fonts can 
be changed in the middle of printing a document. 
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SAMPLE TEXT 

Wordstar is a CP/M compatible, screen-oriented word proc- ¢ Automatic buffering of text to diskette (files can be up to 
essing system with integrated printing capabilities. Both the ini- 92,000 characters in length—that’s about 1500 lines of 
tial entry of text and the alteration of previously entered text are text, or approximately 30 single-spaced pages)). 
displayed directly on the screen, as you should be able to see. * Hyphen help; Wordstar identifies places where hyphens 
Most formatting functions take place immediately, resulting in may be inserted to improve a document's appearance. 
the display of a true print image; additional enhancements are -¢ True decimal tab for aligning numbers. 

performed during printing, if desired. Osborne Computer Cor- « Complete HELP system built-in. 

poration provides MailMerge with Wordstar, allowing you to « Subscripts, superscripts, variable character pitch, under- 
integrate data files—such as a mail list—with your text. lining, double strike, boldface, strikeout printing available 


with appropriate printers. 


Paragraphs may be entered at high speed without pressing the 


carriage return key, as Wordstar automatically “wraps” words This short document barely touches upon Wordstar’s 
onto the next line if they will not fit on the current line with your many features. Ask your Osborne | dealex to provide you 
current margins. Other than this, entering text on the Osborne | with more information and a demonstration of Wordstar. 


is almost exactly like entering text on a typewriter. 


A tis Fomtunew WWerdetar ines tase hetellowi | Osborne Computer Corporation 
mong the features Wordstar incorporates, the following are 26538 Danti Court 


the most useful for serious word processing: Hayward, CA 94545 
« Automatic justification of text. 
¢ Variable line spacing. 
« Automatic centering of text. Call 415-887-8080 to find out the location of your nearest 
¢ Ability to reformat entered text. Osborne | dealer. 
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QUICK REFERENCE COMMAND INDEX 





ie ft * i of 


* '£ e+ * @ 


* = £ & & & 


itt st &* & 


'¢ ff & @ & 


= es = # @ F 


os = 8 2 


- es # # @ £ 


-*# # # oo 


= # & & & 


- f # © &* @ 


“5: # ££ # © 


2 # © # & of 


se fe ee eo 


* @ * & ff & 


- 5 # © 4@ 


* ¢ * & @ & 


os # 6 @ & 


+ & # & @ & 
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Cursor Controls 


AS Left character 
AD Right character 
AE Up line 

AX Down line 


AA Left word 
AF Right word 
AKOQ-9 Set/hide 0 to 9 


AQS Left end of line 
AQD _ Right end of line 
AQE Top of screen 
AQX Bottom of screen 
A QR _ Beginning of file 
AQC_ End of file 

AQ0-9 MarkOto9 

Scroll 

AZ Scroll up line 

AR Scroll down screen 
AW Scroll down line 
AC Scroll up screen 

A QW ~ Repeat scroll down 
AQZ _ Repeat scroll up 
Delete 

AY Delete line 


AT Delete right word 

AG Delete character right 

A - Delete character left 

A Q- Delete to left side of line 


-AQY __— Delete to right side of line 
Margins 
Set left margin 
AOC Center text 
AOF _ Set file margin 
AOR _— Set right margin 
AOX Release margin 


AOI Tabbing 


Special Functions 


Page 
AQW Word wrap off/on 
| er AB Reform paragraph 
26 wwiwe AQP Cursor to previous position 
AQT Ruler display off/on 
t Se are AV Insert off/on 
SP cwscwais AQD Dot command display 
Moving Blocks 
PS sscietasunsia A KB Mark/hide block beginning 
ae -A KK ~~ Mark block end 
sa Pee -A KV Move block 
26......N KC Copy block 
OB eee A KY Delete block 
A KW Write block 
AKR_ Read file 
21 5 nee AN KJ Delete file 
ro -A KH ~~ Hide/display block 
BO 656653 A QB Cursor block beginning 
<2 ee -AQK — Cursor block end 
Save 
OB ica . AKD Done edit 
28... .AKS — Save and re-edit 
1 A KX Save and exit 
| (: AKQ _ Abandon edit 
Print Functions 
APS  Underscore 
A PT Superscript 
 cacan A PB Boldface 
<n .A\ PH = Overprint 
BO ig oe .A PD Double strike 
.' _A PX Strikeover 
A PV — Subscript 
29 we ivewis A KP Print 
ee .A4 PA Alternates character pitch 
Biers airy .4PC Stop print 
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Spacing 
Senin AQS Line spacing 
__ Find 
. Kar Find string 
AQV Cursor to starting point 
pian: AQA _ Find and replace 
sseen AL Find/replace again 
Miscellaneous Commands 
AQQ_ Repeat next command 
AU Interrupt 
eis AJ Help menu 
A JH Help level 
AH Set help level 
Dot Command Sormnary 
Command Function 
“LH Line height 
.CW Character width 
PL Paper length 
.PO Page offset 
-MT Margin top 
-HM Heading margin 
-HE Heading 
.MB Margin bottom 
.FM Footing margin 
.FO Footing 
.PC Page number column 
.PA New page 
.CP Conditional page 
.OP Omit page numbers 
.PN Page number 
IG (..) Comment 
ee Te eer No file menu 
reer D Creating document 


Nonprinting Ruler Line - Position the cursor at the beginning of the line, turn insert on, insert two periods, then type 4 P and RETURN. 
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Wordstar® Word Processing is now completed 
Turn Workbook around to begin CP/M and Supercalc.” 


(Flip page for CP/M, Supercalc and Wordstar Index). 
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Notes: 
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COPYRIGHT 
Copyright © 1982 by Osborne Computer Corporation. All rights reserved worldwide. No part 
of this product and all that it contains may be reproduced, transmitted, transcribed, stored 
in a retrieval system, or translated into language, computer or otherwise, in any form or 
by any means, electronic, mechanical, magnetic, optical, chemical, manual or otherwise, 
without the prior written permission of Osborne Computer Corporation, 26538 Danti Court, 
Hayward, CA 94545, 


TRADEMARK 
Osborne 1 is a trademark of Osborne Computer Corporation. START-PAC is a trademark of 
Osborne Computer Corporation. CP/M is a registered trademark of Digital Research, Inc. 
SUPERCALC is a trademark of Sorcim Corporation. Wordstar is a registered trademark of 
MicroPro International Corporation of San Rafael, CA. 
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DISCLAIMER 
Osborne Computer Corporation makes no representations or warranties with respect to the 
contents hereof and specifically disclaims any implied warranties of merchantibility of fitness 
for any particular purpose. Further, Osborne Computer Corporation reserves the right to re- 
vise this product and to otherwise make changes to the product without obligation of Osborne 
Computer Corporation to notify any person or organization of such revision or changes. 


This product was produced as a joint cooperative effort of the Training Department of Osborne 
Computer Corporation and Source of Educational Computer Training, Inc, (SECT), 
Los Angeles, CA. 
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